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This  report  contains  recommendations  which  address  administration  of  the 
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Report  Summary 


Introduction 


Our  performance  audit  concentrated  on  the  Employment  Ser- 
vices program  administered  by  the  Job  Service  Division,  Depart- 
ment of  Labor  and  Industry.   The  objectives  of  the  audit 
included  determining  the  primary  emphasis  of  the  Employment 
Services  program,  and  the  types  of  jobs  available  to  applicants. 
To  gather  information  concerning  these  issues  we  visited  seven 
local  offices  and  the  central  office  in  Helena.   The  objectives 
and  scope  of  the  audit  are  discussed  on  pages  1  through  3  of  the 
report. 


Overall  the  processes  established  by  the  Job  Service  Division, 
and  implemented  in  local  Job  Service  offices,  appear  to  meet  the 
requirements  of  employers  and  applicants. 


Employment  Services 
Program 


The  purpose  of  Employment  Services  is  to  act  as  a  labor 
exchange  between  employers  and  job  applicants.   Its  goal  is  to 
provide  applicants  an  opportunity  to  reach  full  employment 
potential.   The  major  function  of  the  Employment  Services 
program  is  to  meet  employment  needs  of  employers. 


Service  delivery  of  the  Employment  Services  program  is  con- 
ducted through  23  local  Job  Service  offices,  each  responsible  for 
a  geographic  territory  that  includes  portions  of  one  or  more 
Montana  counties.   The  23  local  office  managers  report  to  one 
of  the  two  bureau  chiefs  responsible  for  the  local  offices. 
Twenty-four  central  office  staff,  located  in  Helena,  are  respon- 
sible for  overall  administration  of  the  Employment  Services 
program. 


Ensure  Indmdual 
Interviews  after  Group 
Session 


After  informing  applicants  participating  in  a  group  session  of 
the  programs  available  at  the  Job  Service  office  and  the  referral 
process,  staff  are  to  conduct  an  interview  with  each  applicant. 
The  purpose  of  the  interview  is  to  determine  any  need  the 
applicant  may  have  for  employment  counseling,  selective  place- 
ment, special  training  programs,  unemployment  insurance,  or 
other  needed  services.  Staff  are  to  analyze  and  review  informa- 
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tion  on  the  application  form  to  ensure  all  of  the  applicant's 
employment  qualifications  are  adequately  presented. 

Our  review  of  group  intake  sessions  indicated  not  all  inter- 
viewers review  application  forms  with  applicants.   We  believe 
the  division  needs  to  establish  written  procedures,  and  com- 
municate them  to  all  staff,  to  ensure  staff  conduct  individual 
interviews  with  applicants. 


Separate  Job  Orders 
Should  be  Written  for 
Each  Position 


After  obtaining  job  order  information  from  the  employer,  the 
staff  member  is  to  assign  one  Dictionary  of  Occupational  Title 
(IX)T)  code  to  each  type  of  open  job  position.   The  code  is 
based  upon  the  title  of  the  position  and  duties  to  be  performed. 
The  job  order  information  is  then  input  to  the  computer  system. 
The  computer  allows  staff  to  enter  only  one  DOT  code  for  each 
job  order  input. 


During  our  review  we  found  instances  of  written  job  orders 
containing  information  for  more  than  one  type  of  position.   If 
there  is  more  than  one  type  of  position  associated  with  a  job 
order,  some  of  the  positions  will  not  be  found  when  the  com- 
puter searches  the  DOT  code,  so  people  would  not  be  referred  to 
potential  jobs.   We  believe  the  division  should  clarify  the  job 
order  procedures  by  explaining  separate  job  orders  should  be 
written  for  each  type  of  position  for  which  an  employer  is  hir- 
ing. The  procedure  should  be  communicated  to  local  office 
staff. 


Referrals  Made  Before 
File  Searches  are 
Completed 


During  our  visits  to  local  offices  and  our  review  of  file  searches, 
we  found  instances  where  people  present  in  the  office  were 
referred  to  jobs  lasting  more  than  three  days  for  which  a  file 
search  had  not  been  conducted.   Department  policy  states  a  file 
search  is  to  be  conducted  to  determine  if  any  applicants  quali- 
fied for  a  position  are  registered  with  the  office.   Another 
department  policy  states  a  person  can  be  told  about  a  job  open- 
ing when  that  person  is  checking  for  work.   This  implies  a  file 
search  does  not  need  to  be  conducted  and  a  person  can  be 
referred  because  they  are  present  in  the  office.  We  believe  the 
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division  should  clarify  the  selection  and  referral  policy  so  people 
can  only  be  referred  to  jobs  lasting  more  than  three  days  after 
an  initial  file  search  is  conducted. 


Veterans'  Preference  in 
Referral  Needs 
Clarification 


In  accordance  with  federal  regulations,  qualified  veterans  are  to 
be  contacted  about  potential  jobs  before  other  applicants.   Dur- 
ing our  visits  to  a  sample  of  local  Job  Service  offices  we 
gathered  information  concerning  referral  of  veterans  to  jobs 
listed  with  the  offices.   Some  staff  give  qualified  veterans  24 
hours  lead  time,  while  other  staff  in  the  same  office  will  notify 
all  qualified  applicants  at  the  same  time. 


At  the  time  of  the  audit,  some  staff  believed  they  needed  to 
follow  a  discontinued  federal  guideline  stating  veterans  were  to 
receive  24  hour  preference  an  all  mandatory  listing  job  orders. 
The  Job  Service  Division  did  not  have  a  policy  indicating 
whether  veterans  referred  to  a  job  should  be  given  lead  time  on 
any  job  order.   We  believe  the  division  should  update,  clarify, 
and  communicate  policies  regarding  veterans'  preference. 


Inconsistent  Procedures 
in  Review  Process 


During  our  examination  of  the  Job  Service  Division's  review 
process  for  local  offices,  we  found  differences  in  the  division's 
review  of  applications  and  job  orders.   The  form  used  in  the 
review  process  does  not  adequately  explain  what  to  review 
within  each  area  identified  on  the  form  resulting  in  several 
inconsistencies. 


We  believe  the  division  should  develop  a  new  form  to  improve 
consistency  between  staff.   The  new  form  should  provide  a  more 
detailed  explanation  of  each  area.   What  to  review  in  each  area 
should  be  outlined  in  a  procedure  manual  for  the  review 
process. 
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Follow-up  to  the  Review 
Report 


We  reviewed  documentation  of  reviews  conducted  by  the  divi- 
sion for  seven  Job  Service  offices.   We  were  unable  to  determine 
if  issues  identified  during  the  review  process  were  followed 
through  in  the  corrective  action  plan  written  by  the  local  office 
manager,  and  in  follow-ups  completed  by  the  Area  Service 
Coordinators.   Only  two  of  seven  follow-ups  were  documented. 
We  believe  the  division  needs  to  implement  an  employment  ser- 
vices policy  for  documentation  of  the  follow-up  to  the  review 
report  to  ensure  follow-ups  are  conducted  and  corrective  action 
taken. 


Documentation  of 
General  Controls 


The  Information  Services  Bureau,  Department  of  Labor  and 
Industry,  has  not  documented  policies  or  procedures  associated 
with  the  implementation  and  maintenance  of  computer  general 
controls.   If  general  control  weaknesses  exist,  the  risk  of  system 
misuse,  malfunction  or  damage  increases;  and  specific  applica- 
tion controls  may  be  ineffective. 


State  law  requires  department  heads  to  ensure  internal  evalua- 
tions of  the  security  program  for  data  and  information  tech- 
nology resources  are  conducted.   Through  documentation  of 
system  general  controls  and  internal  evaluations  of  these  con- 
trols, we  believe  the  department  would  be  in  compliance  with 
state  law. 


Physical  Control 
Weaknesses  Noted 


General  controls  require  the  physical  safeguarding  of  the  com- 
puter facility.   Safeguards  should  include  protection  against  fire, 
water,  and  other  hazards.   While  reviewing  environmental  con- 
trols for  the  8100  computer  systems,  we  noted  weaknesses 
related  to  physical  controls.  Inadequate  protection  could  lead  to 
disruption  of  the  electronic  data  processing  function  and 
destruction  of  records  and  equipment.   We  believe  the  depart- 
ment should  establish  adequate  physical  security  over  its  com- 
puter equipment. 
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Inappropriate  Access 


In  our  review  of  access  to  data  files  and  programs  stored  on  the 
mainframe,  we  noted  the  following  system  access  weaknesses: 


1.  All  users  within  the  department  have  access  to  ESARS  data, 
programs.  Job  Control  Language,  and  object  code.   The 
access  levels  are  not  restricted  to  employees  who  work  with 
ESARS. 

2.  All  users  within  the  department  have  write  access  to  ESARS 
programs  and  data.  As  a  result,  programmers  and  operators 
have  access  to  both  data  and  programs. 

3.  Input/Output  controllers  have  write  access  to  ESARS  pro- 
grams.  As  a  result,  they  have  write  access  to  both  programs 
and  data  files. 

We  view  the  situations  noted  above  as  significant  control  weak- 
nesses. The  potential  exist  for  intentional  and  unintentional 
errors  to  be  made  and  not  detected. 

We  believe  the  department  should  review  and  revise  the  level  of 
access  granted  to  ESARS  to  ensure  access  is  appropriately 
restricted. 


EUminate  Shared 
Passwords  and  Limit 
Groop  User  IDs 


Employees  within  the  operations  section  of  the  Information 
Services  Bureau  share  the  password  to  three  user  identifications 
(IDs)  used  to  logon  the  mainframe  computer.   The  department 
also  has  four  group  user  IDs  used  by  Job  Service  Division 
personnel  or  8100  system  programmers.   The  sharing  of  user  IDs 
and  passwords  makes  it  difficult  to  record  each  person's 
activities  and  establish  individual  accountability.   Shared  IDs 
and  passwords  limit  the  confidentiality  of  data  and  programs 
and  increases  the  possibility  of  a  change  to  data  and  programs 
when  someone  leaves  or  transfers. 


We  believe  the  department  should  establish  and  implement 
policies  which  eliminate  the  usage  of  shared  IDs  and  passwords, 
limit  the  use  of  group  user  IDs,  and  ensure  unnecessary  IDs  are 
suspended  in  a  timely  manner. 
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IntrodDction 


In  1986,  the  Office  of  the  Legislative  Auditor  conducted  a 
survey  of  the  Employment  Services  program  administered  by  the 
Job  Service  Division,  Department  of  Labor  and  Industry.   The 
Legislative  Audit  Committee  recommended  an  audit  of  the 
program  be  delayed  due  to  potential  implementation  of  Validity 
Generalization  (a  testing  procedure  used  to  determine  if  appli- 
cants are  qualified  for  particular  jobs).   The  department  did  not 
fully  implement  the  process  because  the  federal  government  is 
conducting  a  study  to  determine  if  the  testing  procedures  are 
discriminatory.   A  performance  audit  of  the  Employment 
Services  program  was  conducted  in  1990. 


Audit  Objectiyes 


The  objectives  of  the  audit  were  to: 

1 .  Determine  if  the  primary  emphasis  of  the  Employment 
Services  program  is  to  serve  employers  or  applicants. 

2.  Determine  the  types  (industry,  wages)  of  jobs  available  to 
applicants. 

3.  Determine  if  information  provided  the  local  Job  Service 
offices  is  adequate  for  managing  the  program. 

4.  Determine  if  Job  Service  Division  review  of  the  Employ- 
ment Services  program  is  adequate. 

5.  Determine  if  general  and  application  controls  over  computer 
systems  are  adequate. 

6.  Determine  if  the  Employment  Services  program  is  in  com- 
pliance with  applicable  state  laws,  administrative  rules,  and 
state  policies. 

7.  Determine  the  type  and  number  of  applicants  referred  to, 
and  placed  in,  jobs. 
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Scope  of  Audit 


We  visited  seven  Montana  Job  Service  offices  of  varying  staff 
size  and  in  various  geographic  locations  to  evaluate  the  admini- 
stration of  the  Employment  Services  program.   We  interviewed 
division  staff  and  management  at  the  central  office  in  Helena 
and  local  Job  Service  offices.   We  reviewed  the  division's  goals 
and  objectives  to  determine  if  they  are  measurable  and  periodi- 
cally evaluated  for  implementation.   We  compared  written 
policies  and  procedures  for  the  Employment  Services  program  to 
actual  staff  procedures. 


Information  was  gathered  from  the  Research  and  Analysis 
Bureau,  Department  of  Labor  and  Industry,  pertaining  to  the 
number  of  employers  in  each  type  of  industry.   We  also  gathered 
information  concerning  the  number  of  employees  and  average 
annual  wages  in  each  industry. 

We  sent  questionnaires  to  employers  in  the  state  and  to  appli- 
cants registered  with  Job  Service  offices  to  obtain  their  opinions 
of  the  Employment  Services  program. 

We  examined  the  registration  process  for  applicants  seeking 
work  and  subsequent  referral  to  jobs.   We  reviewed  procedures 
concerning  employers'  placement  of  job  orders  with  local  Job 
Service  offices.   While  at  local  offices,  we  also  reviewed  a 
sample  of  job  orders  which  were  filled  by  each  office. 

We  reviewed  procedures  followed  by  local  office  staff  when 
they  visit  employers.   We  also  reviewed  local  offices'  public 
relations  plans.   We  interviewed  members  from  Job  Service 
Employer  Committees. 

We  examined  management  information  provided  to  local  offices 
and  how  it  is  utilized.   Local  office  agreements,  public  relations 
plans,  and  quarterly  status  reports  were  also  reviewed  for  two 
fiscal  years  for  the  local  offices  we  visited. 

As  part  of  our  audit  we  observed  Job  Service  Division  staff 
reviewing  the  Employment  Services  program  at  three  local  Job 
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Service  offices.   Final  reports,  and  subsequent  follow-up,  were 
examined  for  seven  local  offices. 

We  compared  the  accuracy  of  information  on  the  computer 
systems  used  by  the  Job  Service  Division  to  original  application 
and  job  order  documentation.  We  also  reviewed  the  adequacy  of 
controls  over  the  computer  systems. 

The  audit  was  conducted  in  accordance  with  government  audit- 
ing standards  for  performance  audits. 


Compliance 


As  part  of  the  audit  we  examined  compliance  with  state  statutes, 
administrative  rules,  and  state  policies  relating  to  the  Employ- 
ment Services  program.   Generally  we  found  the  program  to  be 
in  compliance  with  applicable  laws.   Problems  noted  concerning 
access  to  computer  programs  and  data,  and  lack  of  policies 
pertaining  to  controls  over  the  computer  systems  have  been 
addressed  by  the  department.   These  issues  are  discussed  in 
Chapter  IV. 


Management  Memo- 
randa 


During  the  course  of  this  audit,  we  sent  management  memoran- 
dums to  the  Job  Service  Division  concerning: 


informing  staff  in  local  offices  of  correct  procedures  for 
placing  a  job  on  statewide  clearance,  and  for  claiming  a 
credit  for  a  job  development  contact. 

reviewing  procedures  in  local  offices  to  ensure  applications 
and  job  orders  are  input  to  the  computer  system  accurately 
and  in  a  timely  manner. 

reviewing  local  office  staff  input  of  work  experience  on 
applications  and  devising  a  system  to  ensure  the  actual 
number  of  months  worked  is  reflected  on  the  computer. 

cross- training  employees  conducting  the  weekly  back-up  of 
the  computer  systems  in  local  offices. 

ensuring  information  on  referral  cards  is  input  to  the 
computer  system. 
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Tfpes  of  Jobs  Ayailable 
in  Montana 


documenting  file  searches  on  all  applicable  job  orders  when 
one  file  search  is  conducted  for  a  number  of  job  orders 
with  similar  positions. 

ensuring  the  computer  system  records  a  person  with  a  GED 
as  having  12  years  of  education. 

developing  a  policy  whereby  a  system  of  the  actual  number 
of  months  of  experience  is  input  to  both  applications  and 
job  orders. 


One  of  the  objectives  of  this  audit  was  to  determine  the  types  of 
jobs  available  to  applicants.   The  following  sections  provide 
information  concerning  the  types  of  employers  in  Montana,  and 
the  availability  of  jobs. 


Types  of  Employers  in 
Montana 


The  U.  S.  Department  of  Labor  and  Industry  identifies  each 
type  of  business  by  a  five  digit  Standard  Industrial  Code  (SIC). 
The  code  assigned  to  each  business  is  determined  by  the  type  of 
activity  in  which  the  business  engages.   Based  upon  the  first  two 
digits  of  the  SIC,  each  business  is  then  classified  into  a  major 
industry.   Eleven  major  industries  are  most  frequently  used  for 
labor  market  information.   The  industries  are: 


1 .  Agriculture,  Forestry,  and  Fishing  (Agri,  For,  Fish); 

2.  Mining; 

3.  Construction; 

4.  Manufacturing  (Mfg); 

5.  Transportation,  and  Utilities  (Trans,  Util); 

6.  Wholesale  Trade  (Whs); 

7.  Retail  Trade; 

8.  Finance,  Insurance,  and  Real  Estate  (Fin,  Ins,  R.E.); 

9.  Services; 

10.  Public  Administration;  and 

1 1 .  Government. 

Businesses  which  do  not  fit  into  one  of  the  above  categories  are 
listed  as  Nonclassified. 
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The  following  sections  provide  information  concerning  the 
number  of  businesses,  employees,  and  wages  in  the  above 
industries  from  1985  through  1989. 


Number  of  Employers  in 
Montana  by  Industry 


Montana  had  26,544  employers  in  the  above  industries  in  1989, 
down  from  26,623  in  1985.   The  most  employers,  7,828,  were  in 
the  services  industry.   The  mining  and  construction  industries 
had  the  largest  percentage  drop  in  employers  from  1985  through 
1989.   Nonclassified  employers  showed  the  greatest  percentage 
of  growth  from  1985,  primarily  because  there  are  so  few  em- 
ployers in  that  classification.   Table  1  details  the  number  of 
employers  in  each  industry  for  1985  through  1989,  and  the 
percent  change  from  1985. 


Table  1 

. 

Nunber  of  Emolovers  (Unaudited) 

1985 

through  1989 

Percent 
Change 

INDUSTRY 

Calendar  Years 

From  1985 

1985 

1986 

1987 

1988 

1989 

•Private,  Total 

24,237 

24,119 

23,963 

23,873 

23,983 

(1.0%) 

Agri,  For,  Fish 

589 

597 

606 

632 

632 

7.3% 

Mining 

597 

534 

469 

446 

406 

(32.0%) 

Construction 

2,890 

2,787 

2,512 

2,398 

2,272 

(21.4%) 

Manufacturing 

1,206 

1,249 

1,249 

1,242 

1,254 

4.0% 

Trans.  &  Util 

1,369 

1,360 

1,344 

1,372 

1.404 

2.6% 

Wholesale  Trade 

2,113 

2,024 

2,007 

1,964 

2,021 

(4.3%) 

Retail  Trade 

6,295 

6,212 

6,223 

6,189 

6,243 

(0.8%) 

Fin., Ins.,  R.E. 

1,966 

1,923 

1,905 

1,874 

1,861 

(5.3%) 

Services 

7,186 

7,408 

7,616 

7,702 

7,828 

8.9% 

Nonclassified 

26 

25 

32 

54 

61 

135.0% 

♦Government,  Total 

1,862 

1,872 

1,883 

1,954 

2,114 

13.5% 

state 

481 

470 

480 

512 

537 

11.6% 

Local 

705 

722 

730 

744 

779 

10.5% 

Federal 

676 

680 

673 

698 

798 

18.0% 

•Total  all  Industries 

26.623 

26,524 

26.276 

26.295 

26.544 

^0.3%) 

•Totals  are  higher 

than 

the  combination  of  individual  industries  due  to  disclosure  requ 

rements. 

(Public  Administration 

ndustry  information  was 

not  provided  in 

the  records 

used  for 

th 

s  table.) 

Source:  Coinpiled 

by  the  Office  of 

the  Legislat 

ive  Auditor  from 

Department 

of  Labor 

and 

Industry  records 
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Average  Annual  Employ- 
ment by  Industry 


The  Research  and  Analysis  Bureau,  Department  of  Labor  and 
Industry,  gathers  information  concerning  average  annual 
employment  by  industry.   Compared  to  1985,  the  1989  average 
annual  employment  increased  by  12,170  employees.   The  non- 
classified and  services  industries  show  the  largest  percentage 
growth  from  1985  to  1989.   The  construction  industry  shows  the 
largest  percentage  drop  in  employment.   The  following  table 
shows  the  average  annual  employment  by  industry  for  1985 
through  1989,  and  the  percentage  change  from  1985. 


Table  2 

Averaqe  Annual 

Emolovment  (Unaudited) 

1985 

through  1989 

Percent 
Change 

INDUSTRY 

Calendar  Years 

From  1985 

1985 

1986 

1987 

1988 

1989 

Private,  Total 

205,744 

201,913 

202,846 

208,794 

216,806 

5.4% 

Agri,  For,  Fish 

3,039 

2,923 

2,988 

3,095 

3,117 

2.6% 

Mining 

6,729 

5,826 

5.767 

6,265 

6,220 

(7.6%) 

Construction 

11,468 

10,191 

8,690 

9,011 

9,726 

(15.2%) 

Manufacturing 

21,712 

21,158 

20,919 

21,425 

22,162 

2.0% 

Trans.  &  Util 

16,701 

16,747 

16,143 

16,360 

16,370 

(2.1%) 

Wholesale  Trade 

16,611 

15,294 

15,002 

14,835 

15,643 

(5.8%) 

Retail  Trade 

58,113 

57,165 

57,770 

59,534 

61,755 

6.3% 

Fin., Ins.,  R.E. 

13,317 

13,073 

13,163 

13,143 

12,768 

(4.1%) 

Services 

57,918 

59,462 

62,363 

64,845 

68,803 

18.8% 

Nonclassified 

136 

71 

37 

276 

237 

74.3% 

Government,  total 

61,867 

61,729 

61,439 

62,220 

62,975 

1.8% 

State 

15,889 

15,589 

15,306 

15,778 

16,257 

2.3% 

Local 

33,130 

33,469 

33,008 

32,925 

32,955 

(0.5%) 

Federal 

12,846 

12,670 

13,124 

13,516 

13,762 

7.1% 

Total  All  Industries 

267.608 

263.642 

264,285 

271^013 

279.778 

4.5% 

(Public  Administration 

industry  information  was 

not  provided  in 

the  records 

used  for  th 

s  table.) 

Source:  Compiled  by  th 

»  Office  of 

the  Legislat 

ive  Auditor  from 

Department 

of  Labor  and 

Industry  records 
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Average  Annual  Wage  by 
Industry 


Average  annual  wage  information  is  also  gathered  by  the 
Research  and  Analysis  Bureau.   Table  3  details  the  average 
annual  wages,  by  industry  classification,  for  1985  through  1989, 
and  the  percentage  change  between  the  years.   As  the  table 
shows,  the  mining  industry  had  the  largest  percent  increase  in 
average  annual  wages,  and  the  nonclassified  industry  had  a 
decrease  in  average  annual  wages. 


Table  3 

Average  Annual  Uaqe  (Unaudited) 

1985 

through  1989 

Percent 
Change 

INDUSTRY 

Calendar  Years 

From  1985 

1985 

1986 

1987 

1988 

1989 

Private,  Total 

$15,168 

$15,302 

$15,568 

$16,135 

$16,462 

8.5X 

Agri,  For,  Fish 

NA 

11,696 

12,043 

12,257 

12,712 

NA 

Mining 

27,988 

NA 

29,160 

31,404 

32,851 

17.4X 

Construction 

20,449 

20,512 

20,610 

21,166 

21,527 

5.3% 

Manufacturing 

21,001 

21,329 

21,541 

22,099 

22,622 

7.7% 

Trans.  &  Util 

21,845 

NA 

23,115 

23,519 

23,864 

9.2X 

Wholesale  Trade 

18,895 

19,248 

19,828 

20,408 

21,048 

11. 4X 

Retail  Trade 

9,406 

9,366 

9,461 

9,873 

10,238 

8.8X 

Fin., Ins.,  R.E. 

16,996 

17,979 

18,430 

19,914 

19,780 

16.4% 

Services 

13,027 

13,289 

13,851 

14,338 

14,631 

12.3% 

Nonclassified 

14,805 

14,775 

14,366 

11,954 

12,506 

(15.5%) 

Government,  Total 

18,449 

18,643 

19,289 

19,719 

19,853 

7.6% 

State 

19,709 

19,313 

20,127 

20,475 

20,241 

2.7% 

Local 

15,776 

16,328 

16,859 

16,995 

17,378 

10.2% 

Federal 

23,782 

23,932 

24,424 

25,474 

25,318 

6.5% 

Total  All  Industries 

$15,927 

$15,137 

$16,433 

$16,958 

$16,462 

3.4% 

NA  -  Not  Available 

(Public  Administration 

ndustry  information  was 

not  provided  in 

the  records 

used  for  th 

s  table.) 

Source:  Compiled  by  the 

Office  of 

the  Legislat 

ive  Auditor  from 

Department 

of  Labor  and 

Industry  records 

Summary 


As  shown  in  the  above  tables,  the  service  industry  is  one  of  the 
fastest  growing  industries  in  the  state.   The  average  annual  wage 
for  the  service  industry  is  the  fourth  lowest  of  the  industries 
listed.   The  mining  industry  has  the  highest  average  annual 
wage,  and  showed  the  greatest  increase  in  wages,  but  shows  the 


Page  7 


Chapter  I 
Introduction 


largest  drop  in  businesses  and  the  second  largest  drop  in  the 
number  of  employees.  The  nonclassified  industry  is  also  grow- 
ing in  terms  of  businesses  and  employees  but  was  the  only 
industry  to  show  a  decrease  in  wages  since  1985.   In  1989  non- 
classified businesses  accounted  for  0.2  percent  of  the  private 
businesses  in  the  state. 

The  agricultural,  forestry,  and  fishing  industry  has  shown  a 
slight  increase  in  businesses,  employees,  and  wages.   The  manu- 
facturing industry  has  also  shown  a  slight  increase  in  the  three 
areas.  The  transportation  and  utilities  industry  has  shown  a 
slight  growth  in  businesses  and  wages,  but  the  average  annual 
number  of  employees  has  dropped.   Wholesale  trade  has  shown  a 
decrease  in  the  number  of  businesses  and  employees  while  retail 
trade  has  shown  a  growth  in  the  number  of  employees.   Retail 
trade  had  the  lowest  average  annual  wage  in  1989. 
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Division  Organization 


The  Employment  Services  program  is  provided  for  by  state  law 
and  by  the  federal  Wagner-Peyser  Act  of  1934.   The  purpose  of 
Employment  Services  is  to  act  as  a  labor  exchange  between 
employers  and  job  applicants.   The  philosophy  of  the  program  is 
to  give  applicants  a  realistic  perspective  of  what  Employment 
Services  can  do  as  a  referral  agency,  and  a  realistic  idea  of  labor 
market  conditions.   Its  goal  is  to  provide  applicants  an  oppor- 
tunity to  reach  full  employment  potential.   The  major  function 
of  the  Employment  Services  program  is  to  meet  employment 
needs  of  employers.   Division  management  believes  the 
philosophy  and  goal  can  be  met  by  having  local  Job  Service 
office  staff  focus  on  obtaining  job  orders  from  employers  for 
higher  paying  permanent  jobs. 


The  Department  of  Labor  and  Industry,  Job  Service  Division, 
administers  the  Employment  Services  program.  The  following 
figure  details  the  organization  of  the  division. 
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Figure  1 

Job  Service  Division  Organization  Chart 
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Source:  Job  Service  Division,  Department  of  Labor  and  Industry 


Service  delivery  is  conducted  through  23  local  Job  Service 
offices,  each  responsible  for  a  geographic  territory  that  includes 
portions  of  one  or  more  Montana  counties.   The  23  office  mana- 
gers report  to  one  of  the  two  bureau  chiefs  responsible  for  the 
local  offices. 
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Responsibility  of  Central 
Of  rice  Staff 


Twenty-four  central  office  staff,  located  in  Helena,  are  respon- 
sible for  overall  administration  of  the  Employment  Services 
program.   Bureau  chiefs  develop  and  disseminate  division  policy 
to  the  local  offices.   In  addition,  they  develop,  negotiate  and 
approve  operational  and  financial  plans,  budgets,  and  contracts 
for  local  offices  to  assure  allocation  of  resources  and  service  to 
the  public.    Bureau  chiefs  also  direct  monthly  and  quarterly 
evaluations  of  performance  and  production  of  area  staff. 


Area  service  coordinators  (ASCs)  provide  technical  assistance  in 
all  areas  of  operation  of  Job  Service  offices.   They  provide 
information,  instructions,  and  guidance  in  day-to-day  opera- 
tions.  ASCs  negotiate,  monitor,  and  modify  local  office  agree- 
ments based  upon  planning  figures,  funding  levels,  program 
objectives,  and  training  components. 

The  program  manager  oversees  administration  of  two  federal 
programs  which  provide  training  to  people  who  lose  their  jobs 
due  to  foreign  competition,  layoffs,  and  declines  in  the  part- 
icular industry  in  which  the  person  was  working. 

The  program  assistant  combines  local  office  budgets  so  each 
bureau  chief  can  analyze  the  entire  budget  for  his/her  respective 
bureau,  prepares  necessary  federal  reports,  lists  job  orders  on 
the  statewide  clearance  system,  and  is  the  backup  for  the  ASCs. 

Three  administrative  staff  report  to  the  division  administrator, 
and  the  remaining  people  work  in  the  Administrative  Services 
Bureau. 


Responsibility  of  Local 
Job  Service  Office  Staff 


Local  office  staff  sizes  range  from  3  to  60  people.   Staff  posi- 
tions in  local  offices  consist  of  managers,  assistant  managers, 
employment  services  specialists,  employment  services  super- 
visors, counselors,  program  specialists,  receptionists,  secretaries, 
and  employment  assistants.   Types  of  staff  positions  assigned  to 
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each  office  depend  on  the  needs  and  number  of  applicants  and 
employers  served.   A  total  of  319  people  work  in  the  23  local 
offices. 

Two  hundred  three  of  the  319  staff  are  Employment  Services 
Specialists  (interviewers).   For  the  Employment  Services  pro- 
gram, interviewers'  primary  duties  include  taking  applications 
from  people  interested  in  obtaining  employment,  referring 
applicants  to  positions  listed  with  the  Job  Service  office,  and 
obtaining  information  from  employers  concerning  positions  for 
which  they  need  employees.   Local  office  staff  also  visit 
employers  in  the  area  to  discuss  employer  needs  and  Job  Service 
programs.   Interviewers  do  not  spend  all  their  time  on  the 
Employment  Services  program  as  explained  on  page  13. 


Time  Allocation  of  Staff 


Employment  Services  (ES)  program  functions  include:  1)  con- 
ducting file  searches  and  referring  appropriate  applicants;  2) 
taking  applications  and  job  orders;  3)  inputting  application  and 
job  order  information  into  the  computer  system;  4)  public 
relations  contacts;  5)  conducting  tests,  such  as  typing,  shorthand, 
10-key,  and  aptitude  tests;  and  6)  other  miscellaneous  duties. 
The  following  table  details  the  estimated  percent  of  time  each 
type  of  employee  spends  on  each  function  of  the  Employment 
Services  program. 
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Table  4 

Distribution 

of  Staff  Time  in  Local 

Offices  Visited 

Employment 

Asstnt. 

Employee  Position 

Interviewer 

Assistant 

Counselor 

Supervisor 

Manager 

Manager 

Total  ES  Time 

63.64X 

55.67X 

65.36X 

70. SOX 

44.60X 

50.17X 

File  Searches 

19. 80% 

1.24X 

4.82X 

4.18X 

1.36X 

1.82X 

Taking  Applications 

12.88% 

6.57X 

6.77X 

2.86X 

0.68X 

1.91X 

Taking  Job  Orders 

9.00X 

1.35X 

2.  OCX 

4.60X 

2.28X 

1.04X 

Inputting  Info 

7.10X 

26.07X 

7.49X 

3.68X 

0.68X 

0.57X 

Public  Relations 

3.29X 

0.91X 

1.21X 

5.77X 

5.63X 

10.84X 

Conducting  Tests 

2.67X 

6.79X 

1.14X 

O.OOX 

O.OOX 

0.30X 

Job  Development 

1.89X 

O.OOX 

1.62X 

0.13X 

0.14X 

1.16X 

Promotional  Visits 

1.65X 

0.03X 

0.74X 

1.52X 

O.OOX 

4.01X 

Workshops 

0.67X 

0.32X 

1.35X 

0.67X 

O.OOX 

0.57X 

Counselling 

0.42X 

O.OOX 

34.18X 

0.16X 

O.OOX 

1.85% 

Other  ES  Activity 

4.08X 

10.87X 

4.05X 

46.93X 

33.84X 

25.43% 

Source:   Compiled 

by  the  Office  of  the  Legislative 

Auditor  f 

rom  information 

provided  by 

Job 

Service  s 

taff 

The  remaining  staff  time  is  spent  providing  other  services 
furnished  by  Job  Service  offices.   Other  services  furnished 
include  unemployment  insurance  (UI),  Job  Partnership  Training 
Act  (JPTA),  Work  Incentive  Program,  Targeted  Job  Tax  Credit, 
veterans'  services,  and  Project  Work  Program. 


Computer  Systems  Used 
by  Staff 


Each  local  office  inputs  application,  job  order,  referral,  place- 
ment, and  employer  contact  information  to  an  IBM  8100  com- 
puter system.   There  are  five  8100  systems  throughout  the 
state  -  Missoula,  Kalispell,  Billings,  Great  Falls  and  Helena. 
The  remaining  18  local  offices  are  linked  to  the  computer  in 
their  area. 


Specific  information  from  each  8100  computer  is  transmitted  to 
the  mainframe  computer  at  the  Information  Services  Division, 
Department  of  Administration  in  Helena.   Monthly,  the  infor- 
mation is  processed  by  the  Employment  Security  Agency 
Reporting  System  (ESARS),  a  program  written  by  the  federal 
government.    Information  processed  by  ESARS  is  used  by 
another  computer  program  written  by  the  federal  government  to 
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generate  reports  used  by  the  federal  government  and  the  central 
and  local  offices  to  track  placement  activity.   Statistics  concern- 
ing placements,  job  orders,  number  of  applicants,  etc.,  are 
compiled  for  each  office  and  the  state. 


The  Department  of  Labor  and  Industry  plans  to  discontinue  use 
of  the  8100s  since  the  computers  will  no  longer  be  maintained 
by  the  company  from  which  the  machines  were  purchased.   The 
department  plans  to  have  all  the  offices  directly  linked  to  the 
state's  mainframe  computer  at  the  Department  of  Administration 
in  Helena.   Specific  costs  of  linking  local  offices  to  the  main- 
frame have  not  yet  been  determined. 


Program  Funding 


Funding  for  the  Job  Service  offices  is  primarily  through  the 
federal  Wagner-Peyser  Act.   Revenue  from  the  Wagner-Peyser 
Act  accounts  for  approximately  46  percent  of  division  revenue 
in  fiscal  year  1989-90.   Wagner-Peyser  funding  is  dependent 
upon  the  relative  number  of  individuals  in  the  civilian  labor 
force  in  the  state  and  the  relative  number  of  unemployed  indi- 
viduals in  the  state.   Approximately  70  percent  of  total  expendi- 
tures is  for  personal  services.   The  following  illustration  pro- 
vides information  concerning  revenues  and  expenditures. 
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Table  5 


Job  Service  Division  Revenue  and  Expenditures 
Fiscal  Years  1987-88  through  1989-90 


1987-88  1988-89  1989-90 

Actual  Actual  Actual 

$  5,593,739  %   5,377,907  $  5,539,824 

1,999,483  2,017,965  2,070,582 

1,688,919  1,954,441  1,468,813 

642,128  717,805  897,224 

-0-  398,340  517,378 

-0-  350,000  551,389 

995.364  1.085.976  1.029.696 

S10.919.633  S1 1.902. 434  $12.074.906 


Revenues 
Wagner-Peyser 
JTPA 
UI 

Veterans'  Programs 
Project  Work 
Administrative  Tax 
Other* 
Total 

Expenditures 
Personal  Services 
Operating  Expenses 
Equipment 
Capital  Outlay 
Grants 
Total 


$  7,377,759  $  7,612,476  $  8,493,866 

2,767,167  3,197,538  3,370,523 

294,534  227,864  101,633 

315,533  121,065  -0- 

137.778  109.467     -0- 

$10.892.771  $11.268.410  $11.966.022 


•Revenues  in  this  area  are  received  from  13  different  programs. 

Source:  Compiled  by  the  Office  of  the  Legislative  Auditor  from 
Department  of  Labor  records  and  the  Supplemental 
Financial  Statements 


Employment  Services 
Program  Activity 


A  variety  of  services  are  provided  to  individuals  via  the 
Employment  Services  program.   The  services  include:  counsel- 
ing; testing  for  typing,  shorthand,  and  10-key  skills;  aptitude 
tests;  referral  and  placement  to  jobs  and  training  programs;  etc. 
In  fiscal  years  1985-86  through  1989-90,  the  number  of  indivi- 
duals provided  some  kind  of  service  increased  although  the 
number  of  new  applicants  dropped.    The  types  of  services  which 
show  the  largest  increase  in  individuals  served  include  testing 
(typing,  shorthand  and  10-key  skills,  and  aptitude  tests),  refer- 
rals to  jobs,  and  referrals  to  supportive  services  (rehabilitation, 
health,  welfare  and  remedial  services,  JTPA,  veterans'  services, 
etc.).   The  following  table  identifies  the  types  of  services 
provided  to  individuals,  and  the  number  of  individuals  served, 
for  the  past  five  fiscal  years. 
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Table  6 

Nurber  of  AddI 

i cants  Provided 

Services 

at 

Job  Service  Offices  (Unaudited) 

Fiscal  Years 

1985-86  through 

1989-90 

Service  Provided 

Fiscal  Years 

85-86 

86-87 

87-88 

88-89 

89-90 

New  Registered  Applicants  Each  Year 

94,270 

69,670* 

64,020 

61,070 

60,930 

Individuals  Receiving  Service 

74,953 

76,637 

71,057 

67,540 

70,504 

Services  Provided 

Job  Referrals 

62,700 

58,974 

57,370 

52,023 

58,919 

Placements 

29,006 

26,416 

25,869 

26,232 

24,735 

Testing 

12,016 

20,282 

16,650 

12,918 

13,374 

Referred  to  Supportive 

Services 

11,301 

15,245 

13.077 

12,449 

12,728 

Job  Development 

Contacts 

10,042 

12,590 

10,320 

9,021 

7,271 

Counseling 

9,438 

10,520 

8,683 

6,971 

5,971 

Placed  in  Training 

1,691 

1,036 

925 

767 

369 

ES  Job  Finding  Club 

365 

783 

463 

293 

118 

ES  Job  Search  Workshop 

245 

175 

177 

89 

219 

*The  large  drop  was  due  primarily  to 

changes  in  UI  laws. 

Source:      Compiled  by  the  Office 

of  the  Legislative  Auditor  from  Department  of  Labor 

and  Industry 

records 

Use  of  Job  Service 
Offices  by  Applicants 
and  Employers 


To  gather  more  specific  information  on  applicant  and  employer 
use  of  Job  Service  offices,  we  sent  questionnaires  to  a  sample  of 
applicants  and  employers.   The  following  sections  describe  some 
of  the  applicants'  and  employers'  responses.   Other  responses  are 
included  in  Chapter  III.   Summaries  of  all  responses  are 
contained  in  Appendices  B  and  C. 


Use  of  Job  Service  Offices 
by  Applicants 


We  sent  a  questionnaire  to  397  applicants  who  registered  with  a 
Job  Service  office  in  fiscal  year  1989-90.   Two  hundred  twenty 
(55  percent)  people  replied.   Most  applicants  were  seeking 
employment,  but  other  reasons  for  contacting  the  local  office 
included  asking  for  information  about  an  advertised  job,  and 
registering  for  unemployment  benefits/insurance.   The  following 
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table  details  the  reasons  applicants  last  visited  a  Job  Service 
office.   Some  applicants  had  more  than  one  reason  for  visiting 
the  office. 


Table  7 

Reasons  220  Aoolicants  last  Contacted  Job  Service  Offices      1 

Nunber  of 

ADOlicants             Reason                           1 

167 

Register  as  a  person  looking  for  a  job 

69 

Ask  for  information  about  an  advertised  job 

64 

Ask  for  information  or  register  for  unemployment 

benef  i  ts/ i  nsurance 

22 

Take  a  test 

15 

Ask  for  information  or  enroll  in  a  job  training 

program 

10 

Ask  for  information  about  veterans'  programs 

4 

Ask  for  job  or  career  counseling 

Source: 

Compiled  by  the  Office  of  the  Legislative  Auditor  from 

applicant  responses  on  questionnaires 

Who  Are  the  Primary 
Applicants? 


The  Job  Service  Division  gathers  data  concerning  demographics 
of  applicants  who  register  at  Job  Service  offices.   The  following 
figure  shows  the  number  of  applicants  registered  at  Job  Service 
offices  from  fiscal  years  1985-86  through  1989-90  by  sex,  level 
of  education,  and  age.   As  can  be  seen  from  the  following 
graphs,  applicants  are  primarily  between  22  and  39  years  old, 
and  a  majority  of  applicants  have  twelve  years  of  education  or 
more. 
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Figure  2 

Demographics  of  Applicants 
Fiscal  Years  1985-86  through  1989-90 
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Use  of  Job  Service  Offices 
by  Employers 


Job  Service  offices  are  contacted  by  a  wide  spectrum  of 
employers  for  a  number  of  reasons.   Two  hundred  fourteen 
(55  percent)  of  the  386  employers  responding  to  our  question- 
naire indicated  they  contacted  their  local  Job  Service  office  at 
one  time.   Most  of  the  employers  contacted  the  office  to  hire  a 
person  for  a  job.   The  following  details  the  reasons  employers 
contacted  their  local  office. 


Table  8 

Number 

Reasons 

214  Emoloyers  Contacted  Job  Service  Offices 

of 

ADDli cants 

Reason 

180 

Hire  people 

56 

Seek  general  information 
To  discuss: 

32 

Training  programs  such  as  the  Job  Training 
Partnership  Act  (JTPA) 

22 

Unetnployment  Insurance  Program  (UI) 

16 

Job  placement  service 

12 

Job  Service  testing 

8 

Targeted  Job  Tax  Credit  (TJTC) 

2 

Alien  Certification 

1 

Inmigration  Reform  &  Control  Act  (IRCA) 

4 

Lodge  a  complaint  about  Job  Service 

Source: 

Conpi 

led  by  the  Office  of  the  Legislative  Auditor  from 

enployer  responses  on  questionnaires 

Job  Service  Employer 
Committees 


In  1987  the  Job  Service  Division  asked  officials  in  communities 
with  a  Job  Service  office  to  serve  on  a  local  Job  Service 
Employer  Committee.   Between  January  and  November  1988  a 
committee  was  formed  in  every  community  with  a  Job  Service 
office.   People  contacted  included  local  and  county  government 
officials,  large  and  small  business  owners,  and  union  officials. 
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The  primary  objective  of  establishing  the  committees  was  to 
provide  better  and  more  personalized  service  to  employers  and 
applicants  who  use  local  Job  Service  offices  by  improving 
employer  relations,  technical  services,  and  communication  with 
the  users  of  the  office.   The  committees  provide  Job  Service 
management  with  recommendations  and  suggestions  for 
improvement  in  the  operation  and  administration  of  the  offices 
and  programs.   Members  from  local  committees  also  form  a  state 
committee  to  facilitate  communication  between  local  committees 
and  address  issues  and  problems  from  a  statewide  perspective. 
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Introdoction 


The  role  of  the  Employment  Services  program  is  to  register 
applicants  seeking  employment,  obtain  job  orders  from  employ- 
ers, and  refer  qualified  applicants  to  those  employers.   Staff 
administering  the  program  also  visit  employers  and  present 
information  concerning  Job  Service  to  organizations  in  the 
community.   Overall  we  found  the  intake,  job  order,  and  refer- 
ral processes  meet  the  intent  of  the  program  and  are  adequate. 
The  following  sections  discuss  program  operations. 


Application  Process 


A  person  entering  or  calling  a  local  Job  Service  office  is  first 
assessed  as  to  his/her  needs.   If  the  person  wants  referrals  to 
jobs,  an  application  must  be  completed.   The  application 
requests  demographic  information,  work  history,  education,  and 
job  interests.    After  completion  of  the  application,  the  informa- 
tion is  entered  into  a  computer.   The  applicant's  information 
then  appears  on  file  searches  when  Job  Service  staff  refer  people 
to  jobs.   Applicants  must  periodically  contact  the  office,  either 
by  visiting  the  office,  or  calling,  to  continue  appearing  on  file 
searches.   Veterans  must  contact  the  office  every  six  months. 
Other  applicants  must  contact  the  office  every  60  days. 

Due  to  the  decentralization  of  the  computer  system,  an  indivi- 
dual seeking  a  job  listed  with  a  Job  Service  office  not  linked  to 
the  8100  system  on  which  the  initial  application  information  is 
entered,  must  complete  an  application  for  that  Job  Service 
office.   Linking  all  the  local  offices  to  the  mainframe  computer 
in  the  Department  of  Administration  in  Helena  will  alleviate  the 
need  for  multiple  registrations  by  people  since  all  the  offices 
will  have  access  to  all  applications  input  to  the  system. 


Application  Intake  Process 


During  the  intake  process  the  interviewer  explains  services 
available  through  the  Job  Service  office.    Interviewers  explain 
the  Job  Service  office  does  not  receive  all  the  job  openings  in 
the  community  so  applicants  should  not  rely  upon  the  office  as 
the  only  source  of  job  openings.    Applicants  are  informed  office 
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staff  cannot  obtain  a  job  for  the  person;  staff  only  refer  people 
to  employers  who  have  listed  job  openings  with  the  office.   The 
process  for  referring  applicants  to  jobs  is  also  explained  during 
the  intake  session. 

Upon  receipt  of  the  application,  the  person  is  either  routed  to  an 
interviewer  immediately,  or  is  scheduled  for  an  appointment  to 
see  an  interviewer  at  a  later  time.   Whether  a  person  talks  to  an 
interviewer  during  the  first  visit  depends  on  local  office  staff- 
ing, and  the  distance  the  person  must  travel  to  visit  the  office. 

Applicants  either  meet  with  an  interviewer  alone  or  in  a  group. 
The  population  of  the  area  served,  and  volume  of  people  regis- 
tering at  the  office,  dictates  the  use  of  individual  or  group 
intake  sessions. 

Responses  to  our  applicant  questionnaire  indicated  approxi- 
mately 20  percent  (43  of  220)  of  the  applicants  had  to  return  to 
the  office  to  meet  with  an  interviewer.   The  majority  of  appli- 
cants returned  at  the  earliest  time  the  office  had  an  opening, 
which  ranged  from  two  days  to  a  week  after  the  person  initially 
visited  the  office.   Questionnaire  results  also  showed  19  percent 
(42  of  220)  of  the  applicants  participated  in  a  group  intake 
session.   Most  group  sizes  ranged  from  5  to  20  people  and  lasted 
one  half  to  one  hour.   (For  results  of  the  questionnaire  sent  to 
applicants,  see  Appendix  C.) 

Ensure  Individual  Inter-  After  informing  applicants  participating  in  a  group  session  of 

views  after  Group  Sessions  the  programs  available  at  the  Job  Service  office  and  the  referral 

process,  staff  are  to  conduct  an  interview  with  each  applicant. 
Per  division  policy  concerning  application  taking,  the  purpose  of 
the  interview  is  to  determine  any  need  the  applicant  may  have 
for  employment  counseling,  selective  placement,  special  training 
programs,  unemployment  insurance  or  other  needed  services. 
Staff  are  to  analyze  and  review  information  on  the  application 
form  (51  ID)  to  ensure  all  of  the  applicant's  employment  qualifi- 
cations are  adequately  presented. 
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Our  review  of  group  intake  sessions  indicated  not  all  inter- 
viewers review  51  IDs  individually  with  applicants.   If  51  IDs  are 
not  reviewed  with  applicants,  some  people  may  not  be  referred 
to  appropriate  services,  incomplete  applications  would  go 
unnoticed  until  they  are  input  to  the  computer  thus  some  infor- 
mation may  not  be  input,  or  inappropriate  information  concern- 
ing work  histories  may  be  input. 

The  cause  of  the  oversight  seemed  to  be  the  experience  of  the 
interviewers.    We  found  some  of  the  interviewers  conducting 
group  intakes  are  new  and  others  are  not  regularly  assigned  to 
Employment  Services  so  they  do  not  routinely  conduct  the 
intake  process.   This  resulted  in  incomplete  group  interviews. 
Established  written  procedures  would  help  ensure  new  and 
inexperienced  staff  are  meeting  with  applicants  individually. 

A  regular  review  by  local  office  managers  would  help  ensure  all 
staff  performing  group  intakes  are  aware  of  the  need  for  indivi- 
dual interviews. 

In  response  to  our  concern,  department  officials  indicated 
managers  will  be  asked  to  review  the  application  process  in  their 
office  to  determine  how  the  group  intake  process  could  include 
an  interviewer  talking  with  applicants  on  an  individual  basis. 


Recommendation  #1 

We  recommend  the  division  establish  written  procedures  to 
ensure  all  staff  conduct  individual  interviews  with  appli- 
cants. 


Page  23 


Chapter  m 

Employment  Services  Program 


Overall  Applicatioo 
Process  Adequate 


Our  review  of  the  application  process  indicates  the  overall 
process  is  adequate.   Applicants  are  informed  of  the  services 
provided  by  the  Job  Service  office.   The  necessity  for  a  com- 
plete application  and  the  referral  process  is  discussed,  as  is  the 
need  to  contact  the  office  to  remain  active.   Department 
officials  indicated  the  concern  we  noted  pertaining  to  individual 
interviews  will  be  addressed  by  local  office  managers. 


Employer  Job  Order 
Process 


Employers  wishing  to  list  a  job  opening  with  a  local  Job  Service 
office  contact  the  office  in  person  or  by  telephone.   A  staff 
member  will  talk  to  the  employer  to  obtain  information  about 
the  job  position.   Information  gathered  includes: 


1.  position  title; 

2.  wages; 

3.  hours  and  days  to  be  worked  each  week; 

4.  general  duties  and  responsibilities  of  the  position; 

5.  if  the  position  is  full-time  or  part-time; 

6.  if  it  is  a  temporary  or  permanent  position; 

7.  number  of  positions  open; 

8.  the  number  of  people  the  employer  wants  to  interview; 

9.  the  employer's  telephone  number  and  address; 

10.  directions  for  referrals;  and 

1 1 .  qualifications. 


Types  and  Number  of  Pos- 
itions Available  at  the  Job 
Service  Offlces 


Job  Service  offices  receive  job  orders  from  employers  in  all 
major  industries.   The  service  industry  is  the  primary  industry 
listing  with  the  offices.   By  fiscal  year  1989-90  the  wholesale 
and  retail  trade  industry  was  the  second  largest  user  of  Job 
Service  offices,  replacing  the  government  industry. 


Table  9  shows  the  number  of  open  positions  employers  in 
various  industries  have  listed  with  Job  Service  offices.    The 
table  also  shows  the  number  of  positions  filled  by  individuals 
referred  from  the  offices.   The  number  of  individuals  hired  for 
the  open  positions  is  indicated  on  the  table  as  individuals  placed. 
(The  number  of  individuals  placed  is  lower  than  the  number  of 
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positions  filled  because  one  applicant  can  be  placed  in  a  number 
of  different  positions  in  different  industries  throughout  a  year.) 


Job 

Positions  (Pos) 

Table  9 
Received 

and  Filled 

and  th 

e 
xiited) 

Nuifcer  of 

Individuals  (Ind)  Placed 

by  Industry  (Una 

Fiscal 

Years 

984-85  through  1989 
Tyoe  of  Industry 

90 

Agri, 

For, 

Fish 

Mining 

Constr 

Mfg 

Trans 
&  Util 

Whs  & 
Retail 
Trade 

Fin 
Ins  & 

Real 
Estate 

Public 
Services  Admin 

Govt 

FY  84-85 
Pos  Received 
Pos  Filled 
Ind  Placed 

4,367 
3,803 
2,570 

445 
364 
287 

3,120 
2,673 
1.265 

3.063 
2,478 
1,954 

3,063 
2,689 
1.268 

13,596 
9,940 
6,398 

1.355 
959 
555 

31.425 
26.627 
10,050 

4,758 
3,621 
2,711 

16,786 
14,747 
5,877 

FY  85-86 
Pos  Received 
Pos  Filled 
Ind  Placed 

5,519 
4,264 
3,178 

615 
225 
173 

2,516 
2,091 
1,062 

3.302 
2,734 
2,058 

2.888 
2,441 
1,296 

14.240 
10.510 
6,910 

1.367 
969 
570 

31,094 

26.167 

9.170 

5,039 
3,975 
3,148 

16.844 
15,448 
6,352 

FY  86-87 
Pos  Received 
Pos  Filled 
Ind  Placed 

4,693 
3,371 
2,483 

363 
361 
306 

2,330 

1,943 

999 

3,817 
3,021 
2,007 

2,317 
1,830 
1,174 

14,394 
10,472 
6,796 

1,387 
986 
622 

28.654 

24,076 

8,892 

3,255 
2,253 

1,995 

14,035 
12,591 
4,288 

FY  87-88 
Pos  Received 
Pos  Filled 
Ind  Placed 

10,880 
4,473 
3,170 

460 
282 
253 

2,488 
1.982 
1.090 

4,229 
3,303 
2,199 

2,462 
1,887 
1.223 

15,440 
10,285 
6,819 

1,461 
883 
592 

26,046 
19,977 
7,857 

3,835 
2,454 
2,262 

11,182 
9,207 
3,896 

FY  88-89 
Pos  Received 
Pos  Filled 
Ind  Placed 

6,707 
5,948 
3,947 

377 
214 
172 

2,868 
2.173 
1.225 

5,115 
3,934 
2,460 

2,810 
2,079 
1,293 

16,146 
9,693 
6.561 

1,654 

1.007 

706 

24,461 
18,578 
7,474 

4,159 
2,802 
2,552 

10,355 
8,266 
4,239 

FY  89-90 

Pos  Received    5,010    406 
Pos  Filled     3,309     250 
Ind  Placed     2,247    200 

Source:  Conpiled  by  the  Office 
records 

3.236   5,736   2,668 
2,488   4,462   2,004 
1,495   2,599   1,269 

3f  the  Legislative  Auditor 

15.104   1.488 
9,450     903 
6,347     671 

from  Department 

24,102 
18,692 
7,530 

of  Labor 

3,366    9,335 
2,492    7,940 
2,343    3,988 

and  Industry 
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Writing  Job  Orders  After  obtaining  job  order  information  from  the  employer,  the 

staff  member  is  to  assign  one  Dictionary  of  Occupational  Title 
(DOT)  code  to  each  type  of  open  job  position.   The  code  is 
based  upon  the  title  of  the  position  and  duties  to  be  performed. 
The  job  order  information  is  then  input  to  the  computer  system. 
The  computer  allows  staff  to  enter  only  one  DOT  code  for  each 
job  order  input. 

During  our  review  we  found  instances  of  written  job  orders 
containing  information  for  more  than  one  type  of  position.    For 
example,  one  job  order  had  positions  listed  for  a  bakery  counter 
person  and  a  bakery  demonstration  person.   The  DOT  code 
assigned  the  job  order  was  for  bakery  sales.   Another  job  order 
stated  the  employer  was  looking  for  three  construction  laborers 
and  one  carpenter.   The  DOT  code  associated  with  that  job 
order  was  for  construction  workers.   A  third  job  order  had  a 
DOT  code  for  a  bartender.   The  summary  of  the  job  order 
stated  the  employer  needed  one  bartender,  and  at  least  one  each 
cocktail  server  and  waitress/waiter.   If  there  is  more  than  one 
type  of  position  associated  with  a  job  order,  some  of  the  posi- 
tions will  not  be  found  when  the  computer  searches  the  DOT 
code,  so  people  would  not  be  referred  to  potential  jobs. 

Some  local  office  staff  did  not  know  they  should  have  only  one 
type  of  position  on  a  job  order.   They  assumed  all  information 
could  be  included  on  one  job  order  since  the  different  positions 
were  for  the  same  employer. 

The  procedure  for  entering  job  orders  does  not  specify  only  one 
type  of  position  should  be  described  on  the  job  order.   We 
believe  the  division  should  clarify  the  job  order  procedure  by 
explaining  separate  job  orders  should  be  written  for  each  type 
of  position  for  which  an  employer  is  hiring.   The  procedure 
should  be  communicated  to  local  office  staff. 

Department  officials  indicated  the  8100  procedures  manual  will 
be  changed  to  include  a  statement  that  multiple  occupations 
must  be  listed  on  separate  job  orders.   The  same  job  order 
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procedure  will  be  used  when  information  is  directly  input  to  the 
mainframe  computer. 


Recommendation  #2 

We  recommend  the  division  clarify  the  employment  ser- 
vices procedures  concerning  the  need  for  separate  job 
orders  for  each  type  of  position  for  which  an  employer  is 
hiring. 


Postiog  of  Job  Orders  Job  orders  that  are  hard  to  fill,  or  not  filled  as  a  result  of  file 

searches,  are  posted  on  bulletin  boards  in  Job  Service  offices. 
The  form  posted  contains  all  the  job  order  information  except 
employer  name,  address,  and  telephone  number.   Job  orders  for 
certain  types  of  positions,  such  as  babysitters,  are  automatically 
posted  without  a  file  search.   These  jobs  are  considered  self- 
referrals  and  the  employer's  name  and  address  are  included  in 
the  information  posted.   Applicants  do  not  need  to  see  an  inter- 
viewer for  self-referral  jobs. 

Applicants  can  review  the  board  to  determine  if  there  are  any 
jobs  posted  in  which  they  are  interested.   If  the  applicant  finds 
a  job  of  interest,  she  or  he  sees  an  interviewer.   The  interviewer 
accesses  the  information  in  the  computer  concerning  the  job. 
The  interviewer  discusses  the  job  with  the  person  to  determine 
if  qualifications  are  met. 

All  local  offices  also  have  code-a-phones.   A  tape  recording 
containing  information  concerning  new  job  orders  is  made  in 
the  morning.   A  person  calls  the  number  and  listens  to  the 
recording  to  determine  if  there  are  any  new  jobs  in  which  she  or 
he  might  be  interested.    If  there  is  a  job  of  interest,  the  person 
goes  to  the  local  office  to  see  an  interviewer  to  obtain  more 
information  concerning  the  job. 
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Few  Job  Orders  Are  Listed 
Statewide 


If  a  Job  Service  office  receives  a  job  order  for  a  position  the 
office  cannot  fill  in  the  area  served  by  the  local  office,  the 
interviewer  can  list  the  job  order  on  statewide  clearance.   This 
procedure  allows  the  job  order  to  be  sent  to  other  Job  Service 
offices  in  the  state.   Since  the  current  computer  system  is  decen- 
tralized, job  orders  received  by  one  local  office  cannot  be 
viewed  by  any  local  offices  not  linked  to  the  8100  on  which  the 
job  order  was  initially  entered.   Linking  all  local  offices  to  the 
mainframe  computer  in  the  Department  of  Administration  will 
allow  all  local  offices  to  view  all  job  orders  received  by  any 
office. 


Job  orders  on  statewide  clearance  are  posted  on  bulletin  boards 
or  in  notebooks  for  applicants  to  review  in  the  offices.   File 
searches  are  not  conducted  in  each  office  for  a  job  on  statewide 
clearance.   In  fiscal  year  1989-90,  678  of  the  38,158  job  orders 
(2  percent)  received  by  local  offices  were  listed  on  statewide 
clearance. 


Types  of  Jobs  Not  Hiled 
by  Job  Service  Offices 


Our  review  and  interviews  with  local  office  staff  indicate  part- 
time,  low  paying  jobs  providing  minimum  benefits,  and  very 
technical  jobs,  are  hardest  to  fill.   These  jobs  are  most  often 
filled  by  the  employer  through  means  other  than  Job  Service 
offices. 


We  asked  employers  in  our  questionnaire  if  they  use  other 
employment  service/agencies  when  filling  jobs,  and  the  means 
through  which  they  normally  obtain  employees.   Most  employers 
do  not  use  other  employment  service/agencies  and  find  employ- 
ees through  word  of  mouth.   The  following  table  shows  the 
number  of  employers  responding  to  a  question  concerning  the 
normal  means  of  obtaining  employees.   Some  employers  had 
more  than  one  means  of  obtaining  employees. 
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Table  10 

Means  of  Obtaining  Employees  for  346 

Employers 

Nunber  of 
Employers 

Means  of 

Obtaining  Emolovees 

Job  Service 

Newspaper 

People  walking  in 

Word  of  mouth 

Private  employment  agency 

Other 

84 
91 
107 
198 
24 
48 

Source:   Conpiled  by  the  Office  of  the  Legis 
employer  responses  on  questionnaires 

lative 

Auditor  from 

Overall  Job  Order  Process 
Adequate 


Although  we  noted  a  concern  pertaining  to  the  writing  of  job 
orders,  we  believe  the  overall  process  for  receipt  of  job  orders  is 
adequate.   Job  orders  that  cannot  be  filled  via  a  file  search  are 
posted  and/or  placed  on  statewide  clearance.   Department  per- 
sonnel indicated  they  will  clarify  procedures  for  writing  job 
orders. 


File  Searclies  and 
Referrals 


A  search  of  applicant  files  is  conducted  by  the  computer  to 
match  job  order  criteria  with  applicant  information.   Criteria 
used  includes  the  position's  DOT  code,  any  needed  experience, 
duration  of  the  job,  wages,  if  the  job  is  part-time  or  full-time, 
required  education,  and  any  needed  tools.   The  computer  com- 
pares the  job  order  criteria  with  applicant  information  in  the 
computer.   Those  applicants  meeting  the  criteria  are  selected.   If 
no  one  is  listed,  the  interviewer  can  broaden  the  criteria  to 
attempt  to  get  a  match.   The  interviewer  will  also  contact  the 
employer  to  determine  if  some  of  the  qualifications  can  be 
changed.   File  searches  are  not  required  for  jobs  lasting  three 
days  or  less. 
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Our  review  showed  file  searches  are  done  in  a  timely  manner. 
For  at  least  66  percent  of  the  job  orders  we  sampled  which 
required  file  searches,  we  found  documentation  indicating  a  file 
search  was  conducted  the  day  the  job  order  was  input  to  the 
computer  or  the  following  day.   At  least  83  percent  of  the  job 
orders  requiring  file  searches  had  documentation  showing  one 
was  completed  within  five  working  days. 


Referrals  Made  Before  During  our  review  of  file  searches,  we  identified  a  weakness  in 

Rle  Searches  are  Com-  the  referral  system.   We  found  instances  when  people  present  in 

pleted  the  office  were  referred  to  jobs  for  which  a  file  search  had  not 

been  conducted.   Department  policy  states  a  file  search  is  to  be 
conducted  to  determine  if  any  applicants  qualified  for  a  position 
are  registered  with  the  office.   Qualified  applicants  appearing  on 
the  file  search  are  to  be  contacted  and  interested  people  are 
referred  to  the  job.  The  application  taking  policy  states  a 
person  is  to  be  made  aware  referrals  are  a  result  of  file  searches 
"...rather  than  applicants  present  in  the  office." 

Division  policy  indicates  applicants  can  be  referred  to  a  job 
when  they  visit  an  office  if:  1 )  a  file  search  is  conducted  and  no 
qualified  applicants  appear  on  the  search;  2)  qualified  applicants 
are  not  interested  in  the  job;  or  3)  the  person  in  the  office  is  as 
qualified,  if  not  more  so,  than  applicants  on  the  file  search.   For 
the  situations  we  found,  the  above  conditions  did  not  apply 
since  a  file  search  was  not  initially  completed. 

The  division  selection  and  referral  policy  states  "...  an  inter- 
viewer can  tell  an  applicant  of  a  job  opening  when  that  person 
is  in  checking  for  work."  This  implies  a  file  search  does  not 
need  to  be  conducted  and  a  person  can  be  referred  because  they 
are  present  in  the  office. 

The  application  taking  and  selection  and  referral  policies  need 
clarification.   By  not  conducting  file  searches,  qualified  appli- 
cants may  not  be  referred  to  jobs  and  employers  may  not  have 
the  most  qualified  people  referred  to  them.   Also,  there  is 
unequal  treatment  of  applicants  if  somei  people  get  referred 
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through  file  searches  and  others  are  referred  because  they  were 
in  the  office  at  the  time  the  job  order  was  received.   Veterans 
and  handicapped  applicants  are  not  given  preference  if  a  file 
search  is  not  conducted  before  someone  in  the  office  is  referred 
to  a  job. 

In  response  to  our  concern,  department  officials  agreed  with  our 
recommendation  to  make  staff  aware  file  searches  are  to  be 
conducted  and  that  people  should  only  be  referred  after  an 
initial  file  search  is  conducted. 


Recommendation  #3 

We  recommend  the  division  clarify  the  selection  and  refer- 
ral policy  so  people  can  only  be  referred  to  jobs  lasting 
more  than  three  days  after  the  initial  file  search  is  con- 
ducted. 


Referral  to  a  Job  The  interviewer  reviews  the  qualifications  of  each  applicant 

listed  on  the  file  search.   Those  applicants  appearing  qualified 
for  the  job  opening  are  contacted  to  determine  if  they  are 
interested  in  the  job.   If  the  applicant  has  a  telephone,  a  call  is 
placed  to  the  person.   Applicants  not  able  to  be  contacted  by 
phone  are  sent  a  card  notifying  them  of  a  potential  referral  to  a 
job.   In  some  cases  employers  want  referrals  the  same  day  they 
contact  the  office,  or  the  next  day.   This  does  not  allow  staff 
time  to  send  cards  to  those  people  without  telephones. 

People  contacted  about  a  job  are  asked  to  come  to  the  Job 
Service  office  to  obtain  information  concerning  the  employer 
and  referral  instructions. 
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Referrals  are  Timely 


While  reviewing  job  orders  we  obtained  information  concerning 
the  timeliness  of  referrals.   We  found  60  percent  of  the  job 
orders  with  referrals  had  a  person  referred  the  day  the  job  order 
was  input  to  the  computer  or  the  following  day.   Over  73  per- 
cent of  the  job  orders  had  a  referral  within  five  working  days. 


Employer  responses  to  our  questionnaire  also  indicated  referrals 
were  timely,  and  an  adequate  number  of  people  were  referred. 


Veterans'  Preference  in 
Referral 


In  accordance  with  federal  regulations,  qualified  veterans  are  to 
be  contacted  about  potential  jobs  before  other  applicants. 
During  our  visits  to  a  sample  of  local  Job  Service  offices  we 
gathered  information  concerning  referral  of  veterans  to  jobs 
listed  with  the  office.   Some  staff  give  qualified  veterans  24 
hours  lead  time  (if  there  is  time  before  the  job  order  needs  to  be 
filled),  while  other  staff  in  the  same  office  will  notify  all  quali- 
fied applicants  at  the  same  time. 


At  the  time  of  the  audit,  staff  believed  they  needed  to  follow 
the  Federal  ET  Handbook  No.  654.   This  handbook  stated 
veterans  were  to  receive  24  hour  preference  on  all  mandatory 
listing  job  orders  (job  orders  which  must  be  listed  with  the  Job 
Service  because  the  employer  has  a  contract  for  $10,000  or  more 
with  the  Federal  government).   The  Job  Service  Division  did  not 
have  a  policy  in  place  indicating  whether  veterans  referred  to  a 
job  should  be  given  lead  time  for  any  job  order. 

Since  there  was  no  division  policy  concerning  lead  time, 
veterans  registered  in  local  offices  were  not  given  consistent 
treatment.   Depending  on  the  staff  person  working  the  job 
order,  one  veteran  could  receive  lead  time  for  one  job  order, 
while  another  veteran  would  not  receive  any  lead  time  for 
another  job  order. 

Upon  notification  of  our  concern,  the  division  contacted  the 
appropriate  federal  representative  and  determined  the  Federal 
ET  Handbook  No.  654  was  no  longer  applicable.   A  memoran- 
dum was  sent  to  the  local  offices  notifying  them  of  this 
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information  and  explaining  the  referral  policy  of  veterans 
should  be  reviewed  in  each  office. 


Recommendation  #4 

We  recommend  the  division  update,  clarify,  and  communi- 
cate policies  regarding  veterans'  preference. 


Follow-up  of  Job  Orders 


After  the  file  search  is  conducted,  and  potential  applicants 
referred,  interviewers  call  the  employer  to  notify  him/her  of  the 
results  of  the  search.   The  interviewers  determine  if  any  of  the 
people  referred  applied  for  the  job.   If  none  applied,  the  inter- 
viewer will  attempt  to  locate  more  applicants  to  refer.   If  some 
referred  applicants  applied  for  the  job,  the  interviewer  will 
determine  if  the  employer  would  like  more  people  referred. 
The  interviewer  will  also  determine  if  the  position  has  been 
filled  or  if  the  employer  is  planning  to  fill  the  position. 


Application,  Job  Order, 
and  Referral  Processes 
Adequate 


The  application  and  referral  processes  established  by  the  Job 
Service  Division  appear  to  be  adequate.   Applicant  and  job 
order  information  is  gathered  and  input  to  the  computer.   File 
searches  are  conducted  and  referrals  are  made  in  a  timely 
manner.   Responses  to  our  questionnaire  indicated  the  appro- 
priate number  of  applicants  are  referred,  and  these  applicants 
are  generally  qualified  for  the  position. 


Forty-six  employers  (30  percent)  responding  to  our  question- 
naire indicated  they  hire  from  referrals  sent  by  the  Job  Service 
office.   Fifteen  (10  percent)  indicated  they  did  not,  and  ninety 
(60  percent)  said  they  sometimes  hire  from  Job  Service  referrals. 
One  hundred  thirty-five  employers  (91  percent)  also  indicted 
they  would  use  the  job  placement  services  again.   Only  fourteen 
(9  percent)  indicated  they  would  not  use  the  services  again. 
Five  of  the  fourteen  indicated  applicants  were  qualified.   Three 
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employers  indicated  applicants  were  not  what  they  asked  for, 
and  another  two  indicated  applicants  were  not  willing  to  work. 
Four  employers  indicated  applicants  were  not  what  they  asked 
for  and  they  were  not  willing  to  work.   (See  Appendix  B  for  a 
summary  of  employer  responses.) 


What  T^pes  of  Jobs  are  Information  gathered  from  Job  Service  Division  records  indi- 

Filled  cates  although  employment  in  Montana  increased  4.5  percent 

from  1985  to  1989,  the  number  of  job  orders  placed  with  Job 
Service  offices  decreased.   Job  orders  placed  with  local  offices 
decreased  by  1.3  percent  from  fiscal  year  1984-85  to  1989-90. 
The  number  of  openings  received  decreased  by  6.2  percent  in 
the  same  time  period. 

The  services  industry  is  the  fastest  growing  industry  in  terms  of 
the  number  of  employers  in  Montana.   The  same  industry  had 
the  second  largest  decrease  in  the  number  of  job  openings  listed 
with  Job  Service  offices.   The  public  administration  industry 
had  the  largest  percentage  decrease  in  openings  listed  at  the 
offices.   Five  industries  show  a  decrease  in  openings.   Wholesale 
and  retail  trade,  manufacturing,  construction,  and  agricultural, 
forestry,  and  fishing  industries  have  shown  slight  increases  in 
openings,  although  the  number  of  openings  filled  decreased  in 
proportion  to  the  increase  in  openings. 

In  comparing  the  fill  rate  of  openings  to  the  number  received, 
there  was  a  decrease  in  the  last  six  years.   The  number  of  open- 
ings cancelled  increased  in  the  same  time  period. 

Comparing  the  duration  of  jobs,  the  number  of  jobs  orders  and 
openings  listed  with  Job  Service  offices  increased  for  those  jobs 
lasting  more  than  150  days.   In  fiscal  year  1984-85  jobs  lasting 
more  than  150  days  comprised  53  percent  of  the  openings  listed 
at  the  offices.   In  fiscal  year  1989-90  job  openings  of  the  same 
duration  comprised  59  percent  of  total  openings.   The  number 
of  openings  lasting  4  to  150  days  dropped  from  19  to  16  percent 
of  total  openings  from  fiscal  year  1984-85  to  1989-90. _  Jobs 
lasting  less  than  3  days  decreased  from  28  to  25  percent  of  total 
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openings  in  the  same  time  period.   Applicants  placed  in  jobs 
lasting  more  than  150  days  increased  from  55  to  62  percent  in 
the  time  period  fiscal  year  1984-85  to  1989-90.   This  indicates 
the  increase  in  placements  is  keeping  pace  with  the  increase  in 
job  orders  with  positions  lasting  more  than  150  days. 

Wage  information  shows  average  annual  wages  increased  by  3.3 
percent  from  1985  to  1989.   The  average  hourly  wage  for  jobs 
listed  with  Job  Service  offices  increased  9  percent  from  fiscal 
year  1984-85  to  1989-90.   The  largest  number  of  openings  paid 
$5.00  to  $5.49  in  fiscal  year  1989-90.   Wholesale  and  retail  trade 
industry  has  the  lowest  wage  at  $4.21  an  hour.   In  fiscal  year 
1984-85  most  jobs  listed  with  the  offices  paid  $3.35  to  $3.84. 
This  bracket  showed  the  sharpest  drop  in  positions  filled  for  the 
years  analyzed. 

The  mining  industry  had  the  highest  average  annual  wage  in 
1989  although  the  industry  showed  the  largest  percentage  drop 
in  employers  and  second  largest  decrease  in  employment. 
Although  the  average  annual  wage  increased  from  1985  to  1989, 
the  hourly  wage  of  jobs  listed  with  Job  Service  office  decreased 
in  the  mining  industry.   The  discrepancy  between  the  hourly 
wage  decreasing  and  annual  wage  increasing  may  be  due  to 
employees  working  overtime. 


Visits  to  Employers  are 
Providing  Necessaiy 
Information 


Duties  of  Job  Service  office  staff  include  visits  to  employers  in 
the  area  served  by  the  office.   The  visits  are  unsolicited  by  the 
employers.   These  visits  entail  discussing  services  provided  by 
the  Job  Service  office  with  the  employers.   Staff  do  not  have  the 
time  to  visit  all  the  employers  in  most  communities  so  the  focus 
is  on  those  employers  which  provide  higher  paying  permanent 
jobs. 


As  part  of  our  audit  we  verified  some  of  the  visits  to  employers. 
We  found  the  staff  made  the  visit  and  employers  found  the 
visits  to  be  informative.   Some  of  the  employers  placed  a  job 
order  with  the  office  as  a  result  of  the  visit.   We  believe  visits  to 
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employers  accomplish  their  intended  purpose  of  providing 
information  to  employers  concerning  Job  Service  programs. 


Public  Relations  Meet- 
ings will  be  Clarified 


As  part  of  the  annual  local  office  planning  package,  each  office 
has  to  establish  a  public  relations  plan.   The  purpose  of  the  plan 
is  keep  local  communities,  clients,  employers,  elected  officials, 
other  agencies,  and  the  media  informed  of  services  offered  and 
results  obtained  by  the  Job  Service  office.   Public  relation 
contacts  include  mailings  to  various  groups  and  people,  and 
meetings  with  target  groups,  elected  officials,  business  groups, 
social  service  agencies,  and  public  meetings. 


We  initially  had  a  concern  pertaining  to  what  staff  considered 
public  relations  contacts.   Some  of  the  contacts  did  not  appear  to 
be  appropriate  since  employers  were  not  being  informed  of  Job 
Service  programs.   For  example,  some  staff  informed  us  they 
considered  church  functions  and  coaching  Little  League  public 
relation  contacts.   The  local  office  planning  package  for  pro- 
gram year  1990-91  clarified  what  can  be  considered  a  public 
relations  meeting  or  mailing.   The  new  package  indicates  a 
meeting  can  be  counted  as  a  public  relations  contact  only  if  the 
staff  attend  the  meeting  to  give  public  presentations  on  behalf 
of  Job  Service  programs.   Mailings  must  promote  the  image  of 
Job  Service  offices  and  discuss  services  available. 

Clarification  of  public  relations  contacts  and  mailing  in  the  local 
office  planning  package  will  improve  communication  pertaining 
to  what  is  considered  a  public  relations  contact. 


Job  Service  Employer 
Committees  Providing 
Information  to  Local 
Offices 


There  were  21  active  Job  Service  Employer  Committees  (JSEC) 
in  the  state  in  fiscal  year  1989-90.   The  committees  have 
engaged  in  a  variety  of  activities  since  their  inception.   Most 
committees  have  sponsored  seminars  pertaining  to  current 
employment  issues  in  the  community.   Members  of  one  commit- 
tee registered  for  employment  and  various  programs  at  the  local 
office.   The  members  then  presented  a  report  to  the  manager 
and  staff  of  the  office  detailing  concerns,  recommendations,  and 
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positive  points  of  the  processes.   Other  committees  sponsored 
workshops  in  the  local  junior  high  and  high  schools.   The  work- 
shops presented  information  concerning  how  a  student  should 
apply  for  a  job,  how  to  complete  an  application,  what  an 
employer  requires  of  an  employee,  the  employer  perspective  of 
employees,  etc. 

Information  gathered  indicates  the  public  relations  process  is 
increasing  public  contact  with  staff  of  local  Job  Service  offices. 
JSECs  are  also  increasing  public  awareness  of  Job  Service 
offices. 
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Introduction 


During  our  audit  we  reviewed  selected  management  controls  of 
the  Employment  Services  program  and  the  Job  Service  Division. 
We  also  examined  the  monitoring  process  of  the  Employment 
Services  program.   General  and  application  controls  over  the 
Employment  Security  Agency  Reporting  System  (ESARS)  and 
the  IBM  8100  computer  systems  were  examined  for  adequacy. 
Each  of  these  areas  is  discussed  in  the  following  sections. 


Management  Controls 


The  management  controls  reviewed  consisted  of  management 
information  received  and  used  by  the  local  offices,  including 
local  office  agreements;  and  goals  and  objectives.  These  con- 
trols are  discussed  below. 


Management  Information 
Used  by  the  Local  Offices 


The  Job  Service  Division  central  office  in  Helena  provides  local 
offices  with  most  of  the  information  used  for  the  Employment 
Services  program.   The  majority  of  the  statistical  information 
concerning  applicants,  job  orders,  referrals,  and  placements  is 
produced  monthly  by  the  ESARS  computer  program.   Although 
every  office  does  not  use  all  of  the  reports,  the  managers  we 
visited  were  knowledgeable  of  the  reports  and  explained  to  us 
how  they  use  the  reports. 

Local  offices  are  also  provided  labor  market  information  each 
month.   This  information  is  created  by  the  Research  and 
Analysis  Bureau,  Department  of  Labor  and  Industry,  from 
unemployment  insurance  and  workers'  compensation  statistics. 

A  listing  of  employers  in  the  county  in  which  the  office  is 
located  is  also  provided  to  each  office.   This  quarterly  report 
shows  the  total  number  of  employees  working  for  each 
employer,  the  number  of  employees  that  left  each  employer 
during  the  quarter,  the  number  of  new  hires,  and  the  number  of 
call  backs.   Local  offices  use  this  report  to  plan  visits  to  those 
employers  who  might  benefit  from  the  services  provided  by  the 
Job  Service  office. 


Page  39 


Chapter  IV 

Program  Administration 


Managers  of  the  local  offices  we  visited  indicated  the  informa- 
tion they  receive  from  the  central  office  and  Department  of 
Labor  and  Industry  is  adequate. 

Local  Office  Agreements  Each  year  the  central  office  enters  into  an  agreement  with  each 

local  Job  Service  office.   The  agreement  is  based  upon  informa- 
tion contained  in  local  office  planning  packages  submitted  by 
each  manager  to  the  central  office. 

Local  office  agreements  contain  plans  for  budget  and  staff 
assignments,  employment  services  activities,  and  public  rela- 
tions.  Plans  outline  the  proposed  budget  for  each  office  for  the 
year.   The  number  of  new  and  renewed  applications,  place- 
ments, job  orders,  and  employer  visits  the  office  anticipates 
receiving  each  month  for  the  upcoming  program  year  is  speci- 
fied.  Public  relations  meetings,  mailings,  and  phone  contacts  are 
designated  by  type  of  group  by  quarter.   Groups  included  are: 

1.  target  groups  (women,  youth,  offenders,  etc); 

2.  veteran  organizations; 

3.  legislators,  elected  officials; 

4.  business  groups; 

5.  social  service  agencies;  and 

6.  employers. 

Each  quarter  local  office  managers  must  submit  a  report  to  the 
central  office  presenting  the  status  of  each  area  on  the  agree- 
ment.  Any  item  under  90  percent  of  the  planned  number  should 
also  have  a  written  corrective  action  plan  designating  how  the 
office  expects  to  meet  the  planned  numbers  in  the  next  quarter. 
The  quarterly  reports  are  reviewed  by  the  area  service  coordi- 
nators (ASCs)  and  the  bureau  chiefs  to  determine  if  they  need  to 
be  aware  of  developing  trends. 

We  reviewed  local  office  agreements  and  quarterly  status  reports 
for  two  fiscal  years  for  the  local  offices  we  visited.   We  found 
the  numbers  presented  on  the  agreements  are  reasonable.   Quar- 
terly status  reports  are  submitted  in  a  timely  manner  and  the 
bureau  chiefs  and  ASCs  follow-up  on  any  noted  concerns. 
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Goals  and  Objectives 


The  division  has  established  goals  and  objectives  for  the  central 
office  and  local  offices.  The  goals  for  the  Employment  Services 
program  include: 

1.  Administering  and  coordinating  employment  services  for  all 
Montanans  seeking  employment  such  that  they  may  be 
counseled  regarding  applicable  job  opportunities,  provided 
with  referrals  to  services  needed  and/or  jobs  available,  and 
assisted  in  placement  at  a  job  site. 

2.  Providing  employment  development  and  referral  services 
for  businesses  in  order  to  assist  them  in  recruiting  and 
selecting  qualified  applicants  for  job  opportunities. 

3.  Monitoring  and  evaluating  all  employment  and  training 
services  to  ensure  high  quality  performance,  efficiency,  cost 
effectiveness  and  legality  of  operations. 

Goals  for  individual  local  offices  are  developed  each  year 
through  local  office  agreements. 

We  found  goals  for  the  program  and  local  offices  are  measurable 
and  are  evaluated  to  determine  if  goals  are  met. 


Management  Controls 
Adequate 


From  information  gathered,  it  appears  most  management  con- 
trols we  reviewed  are  adequate.   Local  office  managers  and  staff 
believe  they  receive  enough  information  to  adequately  admini- 
ster the  office  and  programs.   Projections  on  local  office  agree- 
ments are  reasonable  and  problems  are  investigated.   Goals  and 
objectives  are  measurable  and  periodically  reviewed. 


Review  Process 


Two  division  staff  are  primarily  responsible  for  reviewing  the 
Employment  Services  program.   Each  local  office  is  reviewed 
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biennially.  The  primary  intent  of  the  review  is  to  determine  if 
the  program  is  in  compliance  with  appropriate  laws,  regulations, 
policies,  and  procedures.   The  program  is  evaluated  through 
desk  reviews  and  on-site  reviews. 

During  the  on-site  review  process,  applications,  job  orders, 
counseling  records.  Job  Training  Partnership  Act  records,  and 
Targeted  Job  Tax  Credit  records  are  reviewed.   We  concentrated 
on  review  work  completed  during  the  application  and  job  order 
process. 


Sample  of  Application, 
Job  Orders,  and  Place- 
ments Reviewed 


The  review  staff  examine  a  sample  of  job  orders  and  applica- 
tions.  Each  sample  item  is  retrieved  on  the  computer  and 
reviewed  for  compliance  with  federal  regulations,  completeness, 
and  correctness. 


Department  personnel  also  review  a  sample  of  placements  for 
verification  of  computer  records.   A  sample  is  taken  of 
employers  who  hired  someone  referred  from  the  local  office  in 
the  previous  two  months.   If  the  employer's  response  does  not 
validate  the  placement,  a  letter  is  sent  to  the  applicant  to  verify 
the  placement.   If  there  is  a  discrepancy  between  what  the 
employer  and  applicant  indicates,  central  office  staff  will 
investigate  the  difference.   A  report  of  the  findings  is  submitted 
to  the  local  office  manager  via  the  appropriate  bureau  chief. 


Written  Report  of  Find- 
ings Submitted  and 
Follow-up  Conducted 


Thirty  to  sixty  days  after  the  review  is  completed,  a  written 
report  stating  the  pertinent  findings  and  recommendations  is 
submitted  to  the  appropriate  bureau  chief.   The  report  is  trans- 
mitted to  the  manager  of  the  local  office.   The  manager  is 
responsible  for  development  and  implementation  of  any  needed 
corrective  action  plan. 


ASCs  can  conduct  follow-up  to  ensure  timely  action  has  been 
taken  to  correct  deficiencies  90  to  120  days  after  implementation 
of  the  corrective  action  plan. 
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Review  Process  Could  Be 
Improved 


During  our  observations  of  the  reviews,  and  our  examination  of 
the  workpapers  and  reports  of  the  local  offices  visited,  we  noted 
a  need  for  a  policy  and  procedure  manual.    We  found  inconsis- 
tent use  of  the  form  used  during  the  review  and  labeling  of 
issues  identified  in  the  final  review  report.   We  also  found  the 
need  for  improved  documentation  of  follow-up.   The  following 
areas  discuss  our  findings. 


Inconsistent  Procedures 


During  our  examination  we  found  differences  in  the  review  of 
applications  and  job  orders.   The  form  in  use  does  not 
adequately  explain  what  to  review  within  each  area  identified  on 
the  form.    Due  to  the  lack  of  explanation  on  the  form,  and  lack 
of  a  procedure  manual,  division  staff  use  the  form  in  different 
ways  and  review  documentation  for  different  information.    In 
the  review  of  applications,  for  example,  staff  were  inconsistent 
in:  1)  the  review  of  partial  applications;  2)  the  review  of  the 
content  of  the  summary;  3)  checking  whether  the  summary  was 
dated  and  initialled;  and  4)  substantiating  all  Dictionary  of 
Occupational  Title  (DOT)  codes  for  each  application  reviewed. 
When  reviewing  job  orders,  staff  were  inconsistent  in:  1)  verify- 
ing the  job  order  was  marked  certified,  and,  if  so,  verifying  the 
appropriate  forms;  2)  confirming  all  DOT  and  Standardized 
Industrial  Classification  codes;  and  3)  verifying  the  target  group 
was  noted  in  the  summary  if  the  job  order  was  coded  as  Affir- 
mative Action.   A  policy  and  procedure  manual  would  clarify 
the  items  to  be  reviewed  within  each  area  identified  on  the 
form. 


In  our  review  of  the  final  reports,  several  inconsistencies  were 
noted  in  the  labeling  of  issues  when  comparing  reports  of  dif- 
ferent local  offices.   Currently  four  labels  are  used:  noncompli- 
ance; potential  problem;  concern;  and  suggestion.   An  issue 
identified  by  division  staff  as  a  potential  problem  in  one  local 
office  has  been  identified  as  a  concern  or  suggestion  for  another 
local  office.   In  one  instance,  a  noncompliance  issue  in  one  local 
office  was  a  potential  problem  for  another  local  office. 
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The  review  of  procedures  should  be  consistent  in  an  evaluation 
process.   Inconsistencies  in  the  review  of  applications  and  job 
orders,  caused  by  the  lack  of  instructions  for  the  form  used, 
may  result  in  an  oversight  of  a  problem  if  an  area  is  not 
reviewed.   The  differing  reviews  by  division  staff  may  result  in 
inconsistencies  in  the  identification  of  problems. 

Since  different  staff  members  do  the  on-site  reviews  and  write 
the  final  reports,  each  person  interprets  problems  identified  at 
the  local  office.   Each  person  has  differing  interpretations  of 
which  label  to  use  to  identify  the  problem  in  the  final  report. 
The  definitions  of  the  labels  leave  too  much  room  for  inter- 
pretation by  the  various  division  staff. 

Labels  should  be  used  consistently  in  order  to  have  meaning  for 
local  office  managers.   Inconsistent  use  of  labels  causes  confu- 
sion for  local  office  managers  as  to  the  seriousness  of  a  problem. 
Managers  may  question  if  the  review  is  worthwhile  if  they 
become  aware  some  offices  are  given  the  more  favorable 
"suggestion"  as  opposed  to  the  more  negative  "potential  problem." 

We  believe  the  division  should  develop  a  new  form  to  improve 
consistency  between  staff.   The  new  form  should  provide  a  more 
detailed  explanation  of  each  area  reviewed.  The  form  provides 
the  major  source  of  information  used  to  write  the  report.   What 
to  review  in  each  area  should  be  outlined  in  a  procedure  manual 
for  the  review  process.   The  manual  should  also  provide  more 
detailed  definitions  of  the  labels  used  in  the  report. 

In  reply  to  our  concern,  division  management  indicated  a  proce- 
dure manual  and  new  form  are  needed.   A  task  force  which 
reviewed  the  process  proposed  a  new  form,  procedures,  and 
written  guidelines  which  address  our  concerns. 
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Recommendation  #5 

We  recommend  the  division  develop: 

A.  A  new  review  form  to  improve  consistency  between 
reviews  conducted  by  division  staff;  and 

B.  A  written  review  policy  and  procedure  manual. 


Follow-up  to  the  Review 
Report 


We  reviewed  documentation  of  reviews  conducted  by  the  divi- 
sion for  seven  Job  Service  offices.   We  wanted  to  determine  if 
issues  identified  during  the  review  process  were  followed 
through  in  the  corrective  action  written  by  the  local  office 
manager,  and  in  follow-ups  completed  by  the  ASCs.   We  also 
looked  at  the  timeliness  of  each  step  in  the  process. 


In  our  review,  two  of  the  seven  follow-ups  were  documented. 
One  of  the  documented  follow-ups  was  not  completed  within 
the  policy  time  frame  of  90  to  120  days,  while  the  other  was 
timely.   Both  follow-up  reports  indicated  the  office  had 
addressed  noted  problems.   Four  of  seven  follow-ups  were  not 
documented.    One  was  the  responsibility  of  an  ASC  no  longer 
with  the  division.   Staff  indicated  follow-up  of  the  other  three 
reviews  lacking  documentation  was  completed  by  the  ASC 
through  conducting  training  or  making  a  phone  call  to  the 
manager.   The  final  follow-up  was  not  yet  due  at  the  time  of 
our  audit. 

Some  staff  interviewed  indicated  they  are  unaware  of  a  division 
policy  to  document  follow-up.   They  believe  there  should  be 
documentation  of  the  follow-up  to  verify  the  completion  of  the 
follow-up  process  and  to  show  whether  the  issues  are  addressed. 
Other  staff  are  aware  of,  and  use  as  a  guideline,  the  policy  for 
monitoring  and  evaluating  from  another  division  in  the  depart- 
ment.  The  Employment  Policy  Division,  Department  of  Labor 
and  Industry,  policy  states  ".  .  .  Results  of  the  follow-up  must  be 
documented  in  a  written  memorandum  which  addresses  each 
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deficiency  identified  in  the  report.  The  memorandum  should  be 
submitted  to  the  appropriate  field  bureau  chief,  and  the  admini- 
strator when  necessary." 


Without  documentation  of  the  follow-up  it  is  not  possible  to 
determine  if  the  follow-up  was  completed  or  whether  corrective 
action  remedied  the  problems  identified  in  the  review  report. 

Follow-up  procedures  are  not  consistent  since  there  is  no 
written  Employment  Services  program  policy  on  follow-up 
procedures,  and  only  some  staff  are  aware  of  the  Employment 
Policy  Division  policy  for  monitoring  and  evaluating. 

Division  management  agreed  with  our  recommendation  that 
follow-up  of  the  review  report  should  be  documented. 


Recommendation  #6 

We  recommend  the  division  implement  an  employment  ser- 
vices policy  for  documentation  of  the  follow-up  to  the 
review  report. 


General  and  Application 
Controls  Oyer  the  Com- 
puter Systems 


Information  input  to  the  five  IBM  8100  computer  systems  used 
by  Job  Service  offices  is  transmitted  to  the  mainframe  computer 
operated  by  the  Department  of  Administration.  Information 
transferred  is  used  to  generate  monthly  reports  detailing  appli- 
cant and  job  order  activity  in  each  office  and  the  state  as  a 
whole. 


The  Information  Services  Bureau,  Department  of  Labor  and 
Industry,  is  responsible  for  the  general  and  application  controls 
over  the  programs  run  on  the  mainframe  and  the  8100  systems. 
We  reviewed  controls  over  the  mainframe  and  the  five  8100 
systems.   We  identified  weaknesses  in  general  controls  over  the 
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mainframe  information,  and  the  physical  security  of  the  8100s. 
The  following  sections  describe  our  findings. 


Docnmentatioo  of  General  The  Information  Services  Bureau  has  not  documented  policies  or 

Controls  procedures  associated  with  the  implementation  and  maintenance 

of  computer  general  controls.   General  controls  are  comprised  of 

the  following: 

1.  A  plan  of  organization  and  operation  of  the  electronic  data 
processing  (EDP)  activity; 

2.  Provision  for  security  against  the  accidental  loss  or  destruc- 
tion of  records  and  assurance  of  continuous  operation  of  the 
EDP  function; 

3.  Procedures  for  documenting,  reviewing,  testing  and 
approving  systems  or  programs  and  changes; 

4.  Existence  of  hardware  and  software  controls; 

5.  Controls  over  access  to  equipment  and  data  files;  and 

6.  Other  data  and  procedural  controls  affecting  overall  EDP 
operations. 

EDP  general  control  standards  state  "All  policies  and  procedures 
associated  with  the  implementation  and  maintenance  of  general 
controls  should  be  thoroughly  and  adequately  documented."   By 
not  documenting  these  controls,  the  department  cannot  ensure 
general  controls  exist.   If  general  control  weaknesses  exist,  the 
risk  of  system  misuse,  malfunction,  or  damage  increases,  and 
specific  application  controls  may  be  ineffective. 

Section  2-15-114,  MCA,  requires  department  heads  to  be 
"...responsible  for  assuring  an  adequate  level  of  security  for  all 
data  and  information  technology  resources  within  his  depart- 
ment and  shall.. .(4)  ensure  internal  evaluations  of  the  security 
program  for  data  and  information  technology  resources  are 
conducted."   Through  documentation  of  system  general  controls 
and  internal  evaluations  of  these  controls,  we  believe  the  depart- 
ment would  be  in  compliance  with  state  law. 
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Information  Services  Bureau  personnel  indicated  they  were  not 
aware  of  the  state  law  or  EDP  general  control  standards. 

We  realize  the  present  system  used  by  the  Employment  Services 
program  will  be  changed  and  the  minicomputers  replaced.   The 
general  controls  we  have  addressed  in  this  section  should  be 
applied  to  the  EDP  system  that  will  be  used. 

In  response  to  our  concern,  department  personnel  indicated 
Automation  Security  Controls  policies  will  be  incorporated  in 
the  department  policy  manual. 


Recommendation  #7 

We  recommend  the  department: 

A.  Establish  written  policies  and  procedures  which 
adequately  document  the  implementation  and  main- 
tenance of  general  controls;  and 

B.  Require  periodic  evaluations  of  the  security  program 
in  compliance  with  state  law. 


Physical  Control  Weak-  General  controls  require  the  physical  safeguarding  of  the  com- 

nesses  Noted  puter  facility.   Safeguards  should  include  protection  against  fire, 

water,  and  other  hazards.   While  reviewing  environmental  con- 
trols for  the  8100  computer  system,  we  noted  the  following 
weaknesses  related  to  physical  security: 

1.  The  department  has  not  established  policies  which  restrict 
the  use  of  liquids  around  the  minicomputers. 

2.  Some  of  the  department's  minicomputers  are  not  protected 
from  possible  water  damage. 
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3.     Surge  protectors  have  not  been  installed  on  three  of  the  five 
8100s  located  at  local  offices. 

Inadequate  protection  could  lead  to  disruption  of  the  EDP 
function  and  destruction  of  records  and  equipment. 

Information  Services  Bureau  personnel  indicated  the  equipment 
is  so  sturdy  the  risk  of  significant  damage  is  minimal.    In  addi- 
tion, they  indicated  expediency  and  cost  during  installation  were 
factors  which  prevented  designing  physical  security  controls  at 
all  five  local  offices. 

We  realize  the  present  equipment  used  by  Employment  Services 
program  will  be  replaced.  The  physical  controls  we  have 
addressed  in  this  section  should  be  applied  to  the  new  equipment 
utilized. 

Department  personnel  indicated  physical  security  policies  are 
necessary  and  will  be  included  in  the  department  policy  manual. 


Recommendation  #8 

We  recommend  the  department  establish  adequate  physical 
security  over  its  computer  equipment. 


Access  Coocems  Noted 


During  our  review  of  EDP  general  controls,  we  also  noted 
several  concerns  related  to  EDP  access  controls.   The  following 
sections  discuss  our  findings. 


Inappropriate  Access 


Access  to  data  files  and  programs  stored  on  the  mainframe  is 
protected  by  an  application  control  package  called  Access  Con- 
trol Facility  (ACF2).   Rules  are  written  which  allow  certain 
users  to  access  specific  data  and/or  programs.    EDP  general 
control  standards  address  access.   Access  to  data  files  and 
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programs  should  be  limited  to  those  authorized  to  process  or 
maintain  particular  systems.   In  addition,  no  one  person  should 
have  access  to  write  information  to  both  programs  and  data.   We 
noted  the  following  weaknesses  with  system  access: 

1.  All  users  within  the  department  have  access  to  ESARS  data, 
programs.  Job  Control  Language  (JCL),  and  object  code. 
The  access  levels  are  not  restricted  to  employees  who  work 
with  ESARS. 

2.  All  users  within  the  department  have  write  access  to  ESARS 
programs  and  data.  As  a  result,  programmers  and  operators 
have  access  to  both  data  and  programs. 

3.  Input/Output  (I/O)  controllers  have  write  access  to  the 
ESARS  program.  As  a  result,  they  have  write  access  to 
both  programs  and  data  files. 

We  view  the  situations  noted  above  as  significant  control  weak- 
nesses.  The  potential  exists  for  intentional  and  unintentional 
errors  to  be  made  and  not  detected. 

Information  Services  Bureau  personnel  indicated  programmers 
and  operators  have  access  to  both  programs  and  data  for  pro- 
duction recovery  purposes.   They  explained  that  the  present 
system  is  outdated  and  expressed  their  intentions  to  correct  these 
weaknesses  as  the  present  systems  are  replaced.   In  addition, 
they  noted  the  present  weaknesses  are  a  risk  the  department 
must  accept  until  new  systems  are  in  place. 

Department  personnel  indicated  they  began  a  project  to  rewrite 
other  access  rules. 


Recommendation  #9 

We  recommend  the  department  review  and  revise  the  level 
of  access  granted  through  ACF2  to  ESARS  to  ensure 
access  is  appropriately  restricted. 
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Shared  Passwords  and  Employees  within  the  operations  section  of  the  Information 

Group  User  IDs  Services  Bureau  (ISB)  share  the  password  to  three  user  identifi- 

cations (IDs)  used  to  logon  the  mainframe  computer.  According 
to  operations  personnel,  one  user  ID  is  used  for  printing  sessions 
and  two  are  used  for  I/O  control  functions.  They  explained  that 
since  all  three  operations  people  may  have  to  perform  the  print- 
ing and  I/O  functions  they  share  passwords. 

The  department  also  has  four  group  user  IDs  used  by  Job 
Service  Division  personnel  or  8100  system  programmers.  Two 
of  the  four  user  IDs  were  recently  used  to  test  the  8100  system 
on  the  state's  mainframe.  The  other  two  user  IDs  are  used  for 
training  division  employees  to  use  the  mainframe.  Individuals 
using  these  group  user  IDs  have  access  to  ESARS  data, 
programs,  and  JCL. 

EDP  general  controls  require  access  to  data  files  and  programs 
be  limited  to  those  authorized  to  process  or  maintain  specific 
systems.   In  addition,  unique  user  IDs  and  passwords  should  be 
assigned  to  each  user,  rather  than  a  group  of  users.   Assigning 
individual  user  IDs  and  passwords  increases  the  level  of  system 
security. 

The  sharing  of  user  IDs  and  passwords  makes  it  difficult  to 
record  each  person's  activities  and  establish  individual  account- 
ability.  Shared  IDs  and  passwords  limit  the  confidentiality  of 
data  and  programs  and  increases  the  possibility  of  a  change  to 
data  and  programs  when  someone  leaves  or  transfers.   The  use 
of  group  user  IDs  increases  the  risk  of  unauthorized  access  to 
ESARS  data,  programs,  and  JCL.   Such  access  would  not  be 
traceable  to  one  individual. 

ISB  personnel  stated  the  group  IDs  established  for  testing  the 
8100  system  are  no  longer  used  since  the  testing  is  complete.    We 
noted  these  group  IDs  had  not  been  suspended  after  we  were 
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notified  that  testing  was  complete.   In  addition,  division  person- 
nel stated  the  other  two  IDs  are  used  for  mainframe  orientation 
by  Job  Service  Division  personnel.   They  explained  the  usage  of 
these  IDs  is  regulated  by  ISB  personnel. 

In  response  to  our  concern,  department  personnel  indicated  the 
issue  of  sharing  passwords  will  be  included  in  the  framework  of 
department  policies  for  automation  security. 


Recommendation  #10 

We  recommend  the  department  establish  and  implement 
policies  which: 

A.  Eliminate  the  usage  of  shared  IDs  and  passwords; 

B.  Limit  the  use  of  group  user  IDs;  and 

C.  Ensure  unnecessary  IDs  are  suspended  In  a  timely 
manner. 


Password  Control  The  department  uses  a  general  user  ID  for  the  daily  remote  job 

Attribute  Not  Established  entries  (RJE)  to  the  8100  system.   The  user  ID  is  imbedded 

within  the  Job  Control  Language.   The  password  for  this  user  ID 
is  not  regularly  changed.   To  avoid  RJE  failure,  the  department 
requested  the  password  usage  not  be  limited  by  a  maximum 
number  of  days. 

According  to  the  state's  security  officer,  any  individual  with 
knowledge  of  this  password  could  access  other  mainframe  appli- 
cations.  Based  upon  the  audit  work  performed,  we  believe  any 
individual  with  this  knowledge  could  make  changes  to  ESARS 
programs  and  data.   The  E>epartment  of  Administration  has 
established  security  measures  which  require  the  maximum 
number  of  days  for  a  password  be  90  days  (maxday  attribute). 
The  procedures  used  by  ISB  override  state  security  measures 
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designed  to  protect  the  integrity  of  the  state's  mainframe. 
Passwords  should  be  regularly  changed  to  prevent  unauthorized 
access  and  ensure  integrity  of  security  controls. 

Department  personnel  indicated  the  programs  were  edited  in 
September  to  reflect  new  passwords.   Also,  the  maxday  attribute 
has  been  reinstated  and  will  be  applicable  when  the  mainframe 
computer  is  used.   Our  concern  was  answered  with  the  depart- 
ment's response  so  we  made  no  recommendation. 


Application,  Processing, 
and  Output  Controls  are 
Adequate 


All  the  information  from  applications,  job  orders,  referrals,  and 
applicants  hired  is  entered  on  an  IBM  8100  computer  system. 
We  reviewed  the  controls  over  the  inputting  of  data  and  found 
controls  are  adequate. 


After  information  is  input,  computer  system  applications  process 
the  data.   Edits  in  the  8100  system  allow  only  certain  data  to  be 
input  to  specific  fields.   When  information  is  transferred  to  the 
mainframe  and  monthly  programs  are  run,  error  messages  are 
generated  if  the  information  is  inconsistent  in  some  areas. 

Reports  are  generated  showing  all  the  information  transferred 
from  the  five  computer  systems  is  received  by  the  mainframe. 
Control  totals  are  reviewed  to  verify  all  the  information  trans- 
ferred to  the  mainframe  is  used  in  the  creation  of  the  computer 
reports  used  by  the  central  and  local  offices  to  track  the 
Employment  Services  program. 

We  found  errors  are  appropriately  reported  and  corrected.    All 
information  is  transferred  to  the  mainframe  and  is  used  to 
generate  monthly  reports.   All  the  output  from  the  computer  is 
delivered  to  the  Job  Service  Division. 
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Orerall,  Division  Meets 
Needs  of  Employers  and 
Applicants 


One  objective  of  this  audit  was  to  determine  if  the  primary 
emphasis  of  the  Employment  Services  program  is  to  serve 
employers  or  applicants.    From  information  gathered,  the  pur- 
pose of  the  program  is  to  serve  both  applicants  and  employers. 
The  intake  process  is  designed  to  assess  applicants'  needs  and 
provide  the  necessary  services  so  applicants  are  adequately 
prepared  to  apply  for  job  positions  listed  with  the  offices.   The 
job  order  process  allows  Job  Service  offices  to  gather  all  the 
necessary  information  concerning  employer  needs.   The  file 
search  and  referral  processes  are  designed  to  ensure  the  most 
qualified  applicants  are  referred  to  an  employer.   Employer 
visits  and  the  public  relations  programs  allow  employers  to  learn 
about  the  programs  administered  by  Job  Service  offices  which 
might  be  useful  to  them.   Job  Service  Employer  Committees  also 
provide  employers  with  information  concerning  labor  market 
issues. 


We  did  note  some  concerns  with  division  operations.  These 
included: 

1 .  Lack  of  some  staff  conducting  individual  interviews  with 
applicants. 

2.  Some  job  orders  with  more  than  one  type  of  position 
described  in  the  job  order. 

3.  Lack  of  documentation  of  file  searches  for  some  job  orders. 

4.  Some  application  and  job  order  information  incorrectly 
input  to  the  8100  computer  systems. 

Although  these  problems  were  noted,  they  were  not  prevalent 
and  the  division  indicated  they  will  be  corrected. 

The  division  is  doing  an  adequate  job  of  administering  the 
Employment  Services  program  in  a  number  of  areas.   These 
include: 

I.     Timely  referral  of  qualified  applicants; 
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2.  Follow-up  of  job  orders; 

3.  Providing  information  to  employers  through  unsolicited 
visits  and  public  relations  contacts; 

4.  Providing  adequate  management  information  to  the  local 
offices; 

5.  Creating  and  monitoring  local  office  agreements;  and 

6.  Evaluating  established  goals  and  objectives. 

Division  philosophy  is  to  focus  on  placing  applicants  in  the  best 
paying  permanent  jobs  listed  with  local  offices.   Statistics  indi- 
cate the  number  of  job  orders  for  positions  lasting  1 50  days  or 
more  is  increasing.   Placement  of  applicants  in  these  positions  is 
also  increasing.   Also,  most  applicants  are  placed  in  the  wage 
bracket  of  $5.00  to  $5.49  an  hour,  up  from  $3.35  to  $3.84  in 
fiscal  year  1984-85.   Although  the  number  of  job  orders  lasting 
over  150  days  is  increasing,  the  total  number  of  job  orders 
received  by  the  offices  is  decreasing.   Division  administration 
should  determine  why  the  number  of  job  orders  is  decreasing 
when  the  overall  number  of  employees  in  Montana  is  increasing. 

Overall  the  processes  established  by  the  Job  Service  Division, 
and  implemented  in  local  Job  Service  offices,  appear  to  meet  the 
requirements  of  employers  and  applicants. 
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DEPARTMENT  OF  LABOR  AND   INDUSTRY 
COMMISSIONER'S  OmCE 


STAN  STEPHENS,   GOVERNOR 


PC  BOX   ris 


STATE  OF  MONTANA 


HELENA.  MONTANA     fn^Zt 


November  20,  1990 


2  1  1990 


Jim  Pellegrini 

Deputy  Legislative  Auditor 

Office  of  the  Legislative  Auditor 

Room  135,  State  Capitol 

Helena,  Mt.   59620 

Dear  Mr.  Pellegrini: 

Listed  below  are  our  responses  to  the  Performance  Audit  Report  on 
the  Job  Service  Division's  Employment  Services  Program. 

Recommendation  #1 

We  recommend  the  division  establish  written  procedures  to  ensure 
all  staff  conduct  individual  interviews  with  applicants. 

Reply  -  Agree. 

It  is  recognized  that  individual  interviews  provide  clients  a 
better  opportunity  to  receive  services,  designed  for  their 
specific  needs,  than  the  group  intake  process.   However,  our 
agency  lacks  the  funding  to  provide  staff  for  one  on  one 
interviews  100  per  cent  of  the  time.   Because  of  staff  and  time 
constraints,  and  in  response  to  complaints  by  clients  about  long 
waits  for  individual  interviews,  large  Job  Service  Offices  have 
gone  to  a  group  intake  process.   While  we  will  still  have  to  rely 
on  the  group  process  to  be  able  to  serve  clients  efficiently  we 
will  change  our  application  policy  to  specify  that  the  group 
intake  process  must  include  a  clear  invitation  to  applicants  to 
request  individual  attention  if  that  is  their  wish.   The  Policy 
change  will  be  implemented  by  February  4,  1991. 

Recommendation  #2 

We  recommend  the  division  clarify  the  employment  services 
procedures  concerning  the  need  for  separate  job  orders  for  each 
type  of  position  for  which  an  employer  is  hiring. 

Reply  -  Agree. 

The  job  order  screen  on  the. 8100  system  only  allows  one 
occupational  code.   The  selection  and  referral  process  is  based 
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primarily  on  the  code  assigned.   Staff  should  already  know  a  job 
order  must  be  written  for  each  different  occupation  requested  by 
the  employer.   However,  the  8100  manual  will  be  changed,  by 
January  7,  1991,  to  include  a  statement  that  multiple  occupations 
must  be  listed  on  separate  job  orders. 

Recommendation  #3 

We  recommend  the  division  clarify  the  selection  and  referral 
policy  so  people  can  only  be  referred  to  job  lasting  more  than 
three  days  after  the  initial  file  search  is  conducted. 

Reply  -  Agree. 

It  is  a  written  policy  that  a  job  order  file  search  is  required 
on  all  job  orders  except  those  developed  for  a  specific  applicant 
and  those  of  three  days  or  less  in  duration.   Job  order  file 
searches  are  documented  by  the  automated  system.   If  a  job  order 
file  search  is  not  perfomned  on  a  particular  job  order,  then  the 
type  of  file  search  must  be  documented.   A  letter  will  be  sent  to 
all  local  offices,  by  January  7,  1991,  to  remind  them  of  the 
policy. 

Also,  file  searches  are  reviewed  and  the  results  documented  on 
the  monitoring  tool  during  our  internal  monitoring.   If 
documentation  of  file  searches  is  lacking,  then  corrective  action 
is  required.   Monitoring  staff  will  continue  to  review  this  area 
to  assure  existing  policy  is  followed. 

Recommendation  #4 

We  recommend  the  division  update,  clarify,  and  communicate 
policies  regarding  veteran's  preference. 

Reply  -  Agree. 

Job  Service  written  policies  on  referral  preference  for  veterans 
are  following  federal  regulations.   No  specific  priority  time 
period  was  mandated  by  the  federal  guidelines  so  none  were  made 
part  of  the  state  policy. 

It  is  recognized  there  are  different  local  practices  in  regards 
to  the  lead  time  given  veterans.   Managers  have  the  flexibility 
to  provide  preference  to  veterans  which  exceeds  federal  minimums 
to  achieve  the  veteran  performance  standards.   We  have  no 
problems  with  these  local  differences  as  long  as  the  employers 
and  veterans  are  well  served.   The  policy  on  referral  preference 
for  veterans  was  clarified  to  managers  and  staff  in  a  letter 
dated  August  28,  1990. 

Recommendation  #5 

We  recommend  the  division  develop: 
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a.  A  new  review  form  to  improve  consistency  between 
reviews  conducted  by  division  staff;  and 

b.  A  written  review  policy  and  procedure  manual. 

Reply  -  Agree. 

A  task  force  (established  before  this  audit)  is  working  on  our 
agency  monitoring  policies  and  procedures.   The  task  force  has 
developed  new  review  forms  which  should  improve  consistency 
between  reviews  conducted  by  division  staff.   A  written  review 
policy  and  procedure  manual,  Management's  Excellence  Assurance 
Review  System  (HEARS) ,  was  issued  in  draft  in  October.   The  new 
policy  and  procedures  are  scheduled  for  testing  on  the  Havre  Job 
Service  in  January  1991.   If  no  problems  are  encountered  we  plan 
to  have  all  local  offices  begin  using  the  monitoring  system  July 
1991  with  the  beginning  of  the  new  State  Fiscal  Year. 

Recommendation  #6 

We  recommend  the  division  implement  an  employment  services  policy 
for  documentation  of  the  follow-up  to  the  review  report. 

Reply  -  Agree. 

A  written  policy  will  be  developed  requiring  documentation  of  the 
follow-up  to  review  reports.   The  policies  and  procedures  will  be 
included  in  the  MEARS  manual  with  the  same  implementation 
schedule. 

Recommendation  #7 

We  recommend  the  department: 

A.  Establish  written  policy  and  procedures  which 
adequately  document  the  implementation  and  maintenance 
of  general  controls;  and 

B.  Require  periodic  evaluations  of  the  security  program  in 
compliance  with  state  law. 

Reply  -  Agree. 

Automation  Securities  Control  policies  will  be  incorporated  into 
the  department  policy  manual  by  January  28,  1991. 

Recommendation  #8 

We  recommend  the  department  establish  adequate  physical  security 
over  its  computer  equipment. 

Reply  -  Agree. 

The  Department  policy  manual  is  being  changed  to  contain  physical 
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security  over  computer  equipment.   Two  policies  are  in  draft  form 
now  and  will  be  implemented  by  January  28,  1991. 

Recommendation  #9 

We  recommend  the  department  review  and  revise  the  level  of  access 
granted  through  ACF2  to  ESARS  to  ensure  access  is  appropriately 
restricted. 

Reply  -  Agree. 

The  department  has  already  revised  the  level  of  access  granted 
through  ACF2  to  ESARS.   The  new  structure  is  cleaner,  easier  to 
follow  and  easier  to  enforce,  allows  for  growth  and  flexibility, 
and  clearly  prohibits  unauthorized  access  to  sensitive  files. 

Recommendation  #10 

We  recommend  the  department  establish  and  implement  policies 
which: 

A.  Eliminate  the  usage  of  shared  IDs  and  passwords; 

B.  Limit  the  use  of  group  user  IDs;  and 

C.  Ensure  unnecessary  IDs  are  suspended  in  a  timely 
manner. 

Reply  -  Agree. 

The  department  recognizes  the  sharing  of  individual  user  IDs  and 
passwords  defeats  the  purpose  of  our  security  systems.   This 
issue  is  included  within  the  framework  of  department  policies  for 
automation  security  and  will  be  reenforced  during  monitoring 
visits. 

I  want  to  mention  that  state  and  local  Job  Service  staff  were 
impressed  by  the  professionalism  and  dedication  they  observed 
from  Mary  Reynolds  and  Pam  Maier  while  they  were  doing  the 
performance  audit.   We  believe  they  were  thorough  in  their 
investigation  and  fair  in  their  observations;  we  appreciate  that. 

^incerely. 


MIKE  MICONE 
Commissioner 


MM:ka 
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Table  1 

Average  Wage  by 

Industry  (Unaudited) 

Fiscal 

Years  1984-85 

through  1989-90 

INDUSTRY 

Fiscal  Year 

1984-85 

1985-86 

1986-87      1987-88 

1988-89 

1989-90 

Agri,  For  &  Fish 

$3.96 

$4.20 

$4.03 

$4.11 

$4.47 

$4.71 

Mining 

6.76 

6.92 

7.58 

6.68 

6.94 

6.66 

Construction 

5.26 

5.67 

5.49 

5.79 

6.03 

6.15 

Manufacturing 

5.39 

6.28 

5.94 

5.59 

5.92 

6.25 

Trans  &  Util 

5.93 

5.86 

5.84 

6.01 

6.19 

6.42 

Whs  &  Retail  Sales 

3.89 

3.96 

3.90 

3.96 

4.01 

4.21 

Fin,  Ins,  Real  Estate 

4.27 

4.36 

4.54 

4.48 

4.68 

4.99 

Services 

4.83 

4.92 

4.12 

5.44 

5.05 

5.05 

Public  Adnin 

4.82 

5.33 

5.53 

5.68 

5.91 

5.76 

Government 

5.44 

5.70 

4.27 

7.03 

6.23 

5.86 

Total 

$4.70 

$4.85 

$4.40 

$5.05 

$4.99 

$5.13 

(In  sotne  cases  the  wage 

might  be  slightly  higher 

than 

indicated.  When 

placing  a 

job  order  an  employer 

will  specify  a  ininimum 

wage  and  indicate  a  person  might  be  paid  more  dependi 

ng  on  experience  and 

qualifications.   The  numbers  used  to 

determine 

wage 

information  was  the  minimun  indicated 

by  the 

employer.) 

Source:  Compiled  by  the  Office  of  the  Legislative 

Auditor  from  Department  of  Labor 

and  Industry 

records 

Table  2 

Number  of  Job  Ooeninqs  Received  and  F 

lied  by  Wage  (Unaud 

ited) 

Fiscal 

Years  1984-85  through  1989-90 

Wage  Range 

$3.35 

$3.85 

$4.00 

$4.50 

$5.00 

$5.50 

$6.00 

$6.50 

$7.00 

Under 

to 

to 

to 

to 

to 

to 

to 

to 

and 

$3.35 

$3.84 

$3.99 

$4.49 

$4.99 

$5.49 

$5.99 

$6.49 

$6.99 

Over 

FY  84-85 

Received 

3,314 

22,271 

408 

9,613 

4,027 

7,904 

2.036 

2.265 

732 

38,451 

Filled 

2,367 

18,053 

312 

8,241 

3,266 

6,885 

1.673 

1.909 

527 

7,161 

FY  85-86 

Received 

3,175 

20,239 

311 

8,827 

4,264 

7,509 

2,388 

2.871 

551 

9,614 

Filled 

2,152 

15,834 

211 

7,234 

3,455 

6,547 

1,930 

2.479 

371 

8,053 

FY  86-87 

Received 

5,780 

18,491 

301 

8,262 

4,158 

7,723 

2.455 

2,686 

686 

5,177 

Filled 

5,198 

13,889 

214 

6,477 

3,303 

6,699 

2.000 

2,127 

476 

4,005 

FY  87-88 

Received 

1,472 

18,916 

291 

8,662 

4,473 

8,381 

2.108 

3,733 

885 

7.056 

Filled 

882 

13,143 

170 

6,507 

3,334 

6,800 

1.321 

3,007 

600 

5.310 

FY  88-89 

Received 

971 

16,475 

522 

9,683 

4,817 

9,799 

2.069 

5,131 

995 

6.947 

Filled 

585 

10,723 

292 

7,082 

3.304 

7,823 

1.354 

4,251 

674 

4.632 

FY  89-90 

Received 

751 

8,374 

3,706 

9,398 

5,089 

11.309 

2.621 

4,932 

1,155 

7,446 

Filled 

447 

5.885 

1,834 

6,658 

3,727 

9.082 

1.933 

4,094 

830 

5,448 

(In  some 

;ases  the  position  filled  might 

have  paid  a  wage 

higher  than 

indicated  above 

When  p 

acing  a 

job  order 

an  employer 

will  spec 

ify  a  minimum  wage 

and  indicate  a  person  might 

be  paid 

more  depending  on 

experience  and  qualifications. 

The  nunbers  used 

to  determine  positions  fi 

led  was 

the  minimun  wage 

indicated 

by  the  employer.) 

Source: 

Compi led 

by  the  Office  of 

the  Legis 

lative  Auditor  from 

Department  of  Labor  and 

ndustry 

records 

Table  3 

Nunber  of  Job  Orders  Received. 

with  Referrals. 

and  Placements 

(Unaudited) 

Fiscal  Years  1984-85  through 

1989-90 

Percent 

Orders 

Orders 

of 

Orders 

with 

with 

Orders 

Fiscal  Year 

Received 

Referrals 

Placefl»ent 

Received 

FY 

1984-85 

Over 

150  Days 

20,514 

19.805 

13.873 

68X 

4  to 

150  Days 

7,396 

7.223 

6.367 

86X 

3  Days  or  Less 

10,763 

10,551 

10.531 

98X 

FY 

1985-86 

Over 

150  Days 

19.949 

20,356 

13.388 

67X 

4  to 

ISO  Days 

6.922 

6,954 

5.733 

83X 

3  Days  or  Less 

10.965 

10,933 

10.609 

97X 

FY 

1986-87 

Over 

150  Days 

20,006 

20.237 

12.659 

ax 

4  to 

150  Days 

5,997 

6.041 

4.895 

82X 

3  Days  or  Less 

9,737 

9.713 

9,396 

96X 

FY 

1987-88 

Over 

150  Days 

21,790 

21,755 

12,493 

57X 

4  to 

150  Days 

6,390 

6,393 

4,860 

76X 

3  Days  or  Less 

9,425 

9,373 

9,042 

96X 

FY 

1988-89 

Over 

150  Days 

22,828 

21.808 

12,396 

54X 

4  to 

150  Days 

6,318 

27,688 

4.820 

76X 

3  Days  or  Less 

9,857 

9,110 

9.356 

95X 

FY 

1989-90 

Over 

150  Days 

22,583 

23,051 

12.756 

56X 

4  to 

150  Days 

6.038 

6,177 

4.505 

75X 

3  Days  or  Less 

9.537 

9,516 

9,112 

96X 

Source:  Compiled  by  the  Off  ice 

of  the  Legislative  Auditor  from 

Department  of 

Labor  and 

Industry  records 

Table  4 

Nunber  of  Job 

Ooeninqs 

Received.  Fi 

lied,  and 

Cancelled  (Unaudited) 

Fiscal  Years  1984-85 

through  1989-90 

Previous 

Percent 

Percent 

Openings 

Year 

of 

of 

Result  of 

Unfilled 

Openings 

Openings 

Openings 

Openings 

Openings 

Job 

Fiscal  Year 

Openings 

Received 

Filled 

Received 

Cancelled 

Cancelled 

Development 

n  ,1 1  ega»=as==a==== 

3SSSSSS33SSSSS3 

:ss=z=acr=3 

SSSSSS33SSSSS3SSSSSSSS 

==S====SS3SSSS 

ZS3SSSSXSZSX — 

3==3333Z===3 

FY  1984-85 

Over  150  Days 

2,267 

26,309 

17,608 

62X 

8.525 

30X 

1,806 

4  to  150  Days 

457 

20,154 

17,397 

84X 

2.487 

12X 

889 

3  Days  or  Less 

252 

18,727 

17,949 

95X 

617 

3X 

388 

FY  1985-86 

Over  150  Days 

2,418 

28,128 

19,388 

63X 

9,126 

30X 

2,738 

4  to  150  Days 

705 

17,539 

13,994 

77X 

3.216 

18X 

701 

3  Days  or  Less 

211 

20,913 

19,994 

95X 

986 

5X 

178 

FY  1986-87 

Over  150  Days 

1,703 

27,073 

17,804 

62X 

8,741 

30X 

2,560 

4  to  150  Days 

980 

13,868 

10,966 

74X 

2,566 

17X 

629 

3  Days  or  Less 

142 

20,269 

19.543 

96X 

706 

3X 

188 

FY  1987-88 

Over  150  Days 

2,051 

29,913 

17.549 

55X 

11,691 

37X 

2,267 

4  to  150  Days 

1.302 

19,345 

10,882 

53X 

7,016 

34X 

555 

3  Days  or  Less 

159 

18,043 

17.095 

94X 

892 

5X 

199 

FY  1988-89 

Over  150  Days 

2,580 

30,972 

17.193 

51X 

13,736 

41X 

2,393 

4  to  150  Days 

2,520 

15.176 

12.475 

70X 

3,717 

21X 

787 

3  Days  or  Less 

174 

18,149 

16.760 

91X 

1,216 

7X 

206 

FY  1989-90 

Over  150  Days 

2,512 

29,921 

17,499 

54X 

12,459 

38X 

2,018 

4  to  150  Days 

1,264 

12,953 

9.467 

67X 

3,057 

22X 

705 

3  Days  or  Less 

310 

18.242 

17.084 

92X 

1.239 

7X 

181 

Source:    Compiled  by  the  Office  of  the  Legislative  Auditor  from 

Department  of  Labor  and  Industry  records 

A  -  4 


Table 

5 

Tota 

I  ApDlicants  Plac 

ed  bv  Duration  of  Job  (Unaudited) 

Fiscal  Years 

1985-86  through 

1989-90 

Percent 

Percent 

Percent 

Percent 

Percent 

of  Total 

of  Total 

of  Total 

of  Total 

of  Total 

FY 

Apps 

FY 

Apps 

FY 

Apps     FY 

Apps 

FY 

Apps 

85-86 

Placed 

86-87 

Placed 

87-88 

Placed   88-89 

Placed 

89-90 

Placed 

Total  Apps  Placed 

29,006 

26,416 

25,869 

26,232 

24,735 

Non-Agricultural 

Over  150  Days 

15,684 

54% 

14,816 

56X 

14,791 

57X  14,543 

55X 

14,839 

60% 

Over  3  days 

22,676 

78% 

21,062 

80X 

20,391 

79X  20,744 

79X 

20,434 

83% 

3  Days  or  Less 

6,420 

22X 

5,710 

22X 

5,324 

21X   5,063 

19X 

4,985 

20% 

Agricultural 

Over  150  Days 

532 

2% 

529 

2X 

574 

2X    620 

2X 

526 

2% 

Over  3  days 

2,736 

9X 

2,184 

8X 

2,899 

11X   3,194 

12X 

1,785 

7% 

3  Days  or  Less 

512 

2% 

426 

2X 

412 

2X    525 

2X 

453 

2% 

Source:   Compiled 

by  the  Off 

ice  of  the  Legislative  Auditor  from  Department  of 

Labor  and 

Industry  records 

A  -  5 


Table  6 

Average  Wage  Based  on  Sex  of  Applicants  Placed  (Unaudited) 
Fiscal  Years  1984-85  through  1989-90 


MALE 
FEMALE 


Fiscal  Years 

84-85        85-86        86-87        87-88 

88-89 

89-90 

$4.74        $4.95        $4.69        $4.99 
4.64         4.71         4.01         5.13 

$5.06 
4.87 

$5.24 
4.94 

Compiled  by  the  Office  of  the  Legislative  Auditor  from  Department  of  Labor  and  Industry 
records 


Table  7 

Average  Wage 

Based  on  Education  of  Applicants  Placed  (Unaudited) 

Fiscal  Years  1984-85  through  1989-90 

Fiscal  Years 

Education 

84-85 

85-86        86-87        87-88 

88-89 

89-90 

0-7 
8-11 
12 
OVER  12 

$4.08 
4.12 
4.55 
5.27 

$4.12        $4.14        $4.25 
4.27        4.15        4.19 
4.67        4.59        4.69 
5.42        4.36        6.00 

$4.12 
4.37 
4.86 
5.59 

$4.56 
4.59 
5.03 
5.59 

Source: 

Compiled  by  the  Office  of  the  Legislative  Auditor  from  Department 
records 

of  Labor 

and 

Industry 

Average  Wage  Based  on  Age 

Table  8 

of  Applicants  Placed  (Unaudited) 

Fiscal  Years  1984 

-85  through  1989-90 
Fiscal  Years 

Age  Groups            84-85        85-86 

86-87        87-88 

88-89 

89-90 

15  And  Under           $3.90        $3.72 
16-19                3.87         4.01 
20-21                4.13         4.25 
22-39               4.89        5.04 
40-54                5.21         5.35 
55  And  Over            5.13        5.36 

Source:      Compiled  by  the  Office  of  the  Leg 
records 

$3.58        $3.61 
3.91         3.98 
4.18         4.32 
4.58        5.24 
4.42        5.73 
4.23        5.56 

islative  Auditor  from  Department 

$3.69 
4.28 
4.51 
5.13 
5.47 
5.02 

of  Labor  and 

$4.04 
4.55 
4.86 
5.25 
5.42 
5.13 

Industry 

APPENDIX  B 


Office  of  the  Legislative  Auditor 


QUESTIONNAIRE  FOR  EMPLOYERS 


Questionnaires  were  mailed  to  a  random  sample  of  518  employers  who  paid 
Unemployment  Insurance  in  fiscal  year  1989-90.  Approximately  75  percent 
of  the  employers  responded.  Comments  were  requested  on  many  of  the 
questions.  Written  comments  were  nvunerous  and  varied  and  generally  not 
listed  in  this  appendix.  NR  indicates  the  employer  did  not  respond  to 
that  question. 

1.    Have  you  ever  contacted  the  job  service/employment  service  office 
in  your  area? 


214  YES-* 
172  NO 


Identify  the  purpose  of  the  contact.   (Please  check 
all  that  apply.) 
180  To  hire  a  person  or  people 
38  To  discuss  a  program  offered  by  the  Job  Service 
32  Training  programs  such  as  the  Job 

Training  Partnership  Act  (JTPA) 
22  Unemployment  Insurance  Program  (UI) 

8_  Targeted  Job  Tax  Credit  (TJTC) 

2  Alien  Certification  Program 

L  Immigration  Reform  &  Control  Act  (IRCA) 

16  Job  placement  service 
12  Job  service  testing 
56   Seeking  general  information  that  I  thought  Job 
Service  could  help  me  with 
4  To  lodge  a  complaint  about  Job  Service 
3_  Other 


Do  you  use  your  local  job  service/employment  service  office  to  hire 
employees  (job  placement  service)? 
145  YES  (Go  to  question  #3) 


239  NO*- 
2  NR 


Why  do  you  choose  not  to  go  through  job  service?  (Check 

all  that  apply:) 

21 

Inconvenient 

9 

Do  not  know  about  services 

11 

Use  private  employment  agency 

20 

.  Not  satisfied  with  service  from  the  office 

73 

Hire  through  other  means 

50 

No  need  to  hire 

37 

.  Other 

(Go  to  question  #14) 

Why  did  you  choose  to  go  through  the  Job  Service  office?   (Please 
check  all  that  apply) 

6  Mandated  by  state  or  federal  law 

61  To  get  qualified  people 

55  Easier  than  hiring  on  own 

49   Seemed  cost  effective  to  me 

34  Familiar  with  Job  Service  personnel 

16  Never  used  the  office  before  and  wanted  to  try  it 

23  Other 


Please  identify  the  occupational  group(s)  for  which  you  hire:  (Check 
all  that  apply) 

42  Professional/Technical  64 

9  Supervisory  20 

66   Skilled  42 

41  Services  49 

19   Sales 


Clerical 
Cashiers 
Temporary 
Unskilled 


Are  applicants  referred  to  you  within  the  time  frame  you  requested? 

41  EVERY  TIME 

79  USUALLY 

23   SOMETIMES 

4_  RARELY 

§_  NO 

234  NR 


Does  the  Job  Service  office  refer  the  appropriate  niimber  of  people? 

32   EVERY  TIME 

82  USUALLY 

25   SOMETIMES 

6_  RARELY 

7  NO 


234  NR 

a.    Are  the  number  of  applicants  referred  usually: 

29  NOT  ENOUGH      121  ADEQUATE    3_  TOO  MANY     233  NR 

7.  Do  you  hire  from  among  the  referrals  sent  by  job  service/employment 
service  office? 

46  YES     15  NO      90  SOMETIMES    235  NR 

8 .  Of  the  referrals  sent  by  Job  Service ,   are  you  finding  the 
applicants : 

86  Qualified  for  the  job 

26  Not  what  you  asked  for 

26  Not  willing  to  work 

39  Other 

209  NR 

9.  Does  a  Job  Service  employee  call  to  check  on  the  status  of  the  job 
opening(s)  you  listed  with  the  local  office? 

46   EVERY  TIME 

61  USUALLY 
16   SOMETIMES 

9_  RARELY 

15  NO 
239  NR 

10.  How  important  is  it  for  you  to  receive  follow-up  calls  from  the  Job 
Service  office  concerning  the  needs  for  more  referrals? 

34  VERY  IMPORTANT 

56  SOMEWHAT  IMPORTANT 

62  NOT  IMPORTANT 
234  NR 


B  -  3 


11.  When  placing  a  job  order,  does  the  inteirviewer/job  service 
representative  ask  questions  to  better  understand  what  the  job 
entails  and  what  sort  of  an  applicant  you  are  looking  for? 

75  ALWAYS 

57  USUALLY 

11  SOMETIMES 

2_  RARELY 

6_  NOT  AT  ALL 

235  NR 

12.  Would  you  use  job  placement  services  again? 

135  YES 

14  NO  (Please  explain) 
237  NR 

13.  Do  you  use  other  employment  services/agencies  when  filling  jobs? 

44  YES    259  NO      53   SOMETIMES     30  NR 

14.  Through  which  means  do  you  normally  obtain  new  employees? 

84  Job  Service 

91  Newspaper  advertisements 

107  People  walking  in 

195  Word  of  mouth 

24  Private  employment  agencies 
47  Other 

15.  Have  you  ever  called  your  local  Job  Service  office  for  advice  or 
technical  assistance? 

83  YES  280  NO  23  NR 

16.  Has  your  business  ever  been  contacted  by  a  person  from  the  local 
Job  Service  office?   (These  contacts  would  be  unsolicited  by  you.) 

103  YES  (Go  to  Question  #18) 

204  NO  (Go  to  Question  #23) 

54  DO  NOT  KNOW  (Go  to  Question  #23) 

25  NR 

17 .  Do  you  have  a  regular  contact  person  at  Job  Service? 

42  YES     82  NO  (Go  to  question  #21)     262  NR 


B  -  4 


18.    Did  the  Job  Service  representative  that  contacted  you  discuss  any 
of  the  following?    (Check  all  that  apply) 


31 
10 
10 
31 
4 
3 


Anticipated  hiring 
Seasonal  patterns 
Working  conditions 
Job  requirements 
Pretesting 
Equal  emplojnnent 
opportunities 
Other 


19 


19 


Number  of  openings 
Turnover  rate 
Affirmative  action 
Job  analysis 
Identifying  appropriate 
services  to  meet  your 
employment  needs 


19.  What  is  your  overall  rating  of  your  experience  with  the  Job  Service 
office  in  your  area? 

25  HIGHLY  SATISFACTORY 
69   SATISFACTORY 

9_  UNSATISFACTORY 

283  NR 

20.  How  often  have  you  been  visited  by  a  Job  Service  representative  in 
the  last  year? 

Once  -  20  Three  to  four  times  -  2 

Twice  -  12  Four  to  five  times  -  2 

Three  times  -  3  Five  to  six  times  -  1 

Five  times  -  2  Six  to  ten  times  -  1 

Six  times  -  3  No  Answer  -  340 


21.   Has  a  Job  Service  representative  contacted  you  about  job  openings 
for  an  applicant  they  had  in  mind? 
37  YES 
271  NO 
37  NOT  SURE 
41  NR 


22.    Did  you  know  the  Job 
258  YES     60  NO 


203  YES 
193  YES 


179  YES 

200  YES 

178  YES 

224  YES 

165  YES 


111  NO 
122  NO 


133  NO 


103  NO 
130  NO 


85  NO 
133  NO 


Service  can  provide  you  the  following? 

Applicant  screening  to  meet  your  hiring 

needs 

Aptitude  testing  for  applicants 

Assistance   with   Unemployment   Insurance 

questions 

Advertisement  of  your  job  opening  in  other 

Job  Service  offices  in  Montana  or  nationwide 

Typing,  shorthand  and  10-key  testing 

Labor  market  information 

On- the -Job  Training  through  JTPA  program 

1-9  verification  for  IRCA 


23.   Type  of  business: 


25  Manufacturing 

15  Retail 

13  Insurance 

124  Services 

6  Law  Firm 

6_  Logging 

5  Ranching/farming 


43   Construction 
15  Wholesale 
12  Real  Estate 

Financial 

School 

Trucking 


8 


98  Other 


24.    Nvunber  of  employees  currently  employed? 


Number  of 

Number  of 

Employees 

Responses 

1 

49 

2 

55 

3 

35 

4 

36 

5 

26 

6 

17 

7 

11 

8 

8 

9 

7 

10-15 

31 

16-20 

13 

21-30 

19 

31-50 

12 

51-100 

5 

Over  100 

3 

APPENDIX  C 

Office  of  the  Legislative  Auditor 

SURVEY  OF  USERS  OF  JOB  SERVICE/EMPLOYMENT  SERVICE  OFFICES 

Questionnaires  were  sent  to  a  random  sample  of  397  applicants  who 

registered   with   a   Job   Service   office   in   fiscal   year   1989-90. 

Approximately  55  percent  of  the  applicants  responded.   Comments  were 

requested  on  many  of  the  questions.   Written  comments  were  numerous  and 

varied  and  generally  not  listed  in  this  appendix.   NR  indicates  the 

applicant  did  not  respond  to  the  question. 

1.     In  which  city  did  you  last  visit  a  job  service/employment  service 
office?   (Please  check  one) 


5 

Anaconda 

25 

Billings 

17 

Bozeman 

12 

Butte 

6 

Cut  Bank 

6 

Dillon 

2 

Glasgow 

5 

Gl endive 

17 
13 


18 
13 


Great  Falls 

Hamilton 

Havre 

Helena 

Kalispell 

Lewis town 

Libby 

Livingston 


30 


Miles  City 

Missoula 

Poison 

Shelby 

Sidney 

Thompson  Falls 

Wolf  Point 


2.    What  did  you  do  the  first  time  you  visited  the  office  checked  above? 
(Please  check  all  that  apply.) 

54  Register  for  unemployment  benefits/insurance 
27  Ask  for  information  about  unemployment  benefits/insurance 
167  Register  as  a  person  looking  for  a  job 
10  Enroll  in  a  job  training  program 
12  Ask  for  information  about  job  training 
4  Ask  for  job  or  career  counseling 

9  Take  a  test  for  a  job  such  as  state  or  federal  'employment 
9  Take  a  test  for  shorthand,  typing,  or  10-key  abilit. 
9  Take  a  test  on  job  interest  and  abilities 
69  Ask  for  information  about  a  job  that  was  advertised  or  you 

knew  about 
10  Ask  for  information  about  veterans'  programs 
0  Ask  for  information  about  migrant  and  seasonal  farmworkers 
programs 
15  Other 


Were  you  able  to  see  a  person  in  the  office,  other  than  the 
secretary/receptionist,  to  discuss  your  needs  on  your  first  visit 
to  the  job  service/employment  service  office? 


148  YES 
55  NO  - 


14  DO  NOT 
REMEMBER 
3  NR 


How  long  did  you  wait  before  you  came  back  to 
see  an  interviewer?   (Please  check  one) 
0   Came  back  same  day 
7   Came  back  the  next  day 
11   Came  back  2  days  later 
6   Came  back  3  days  later 
5   Came  back  4  days  later 
23   Other  (Please  specify) 
3_  NR 

Why  did  you  wait?   (Please  check  one) 

9   I  did  not  want  to  or  could  not  come 
back  any  sooner. 
19   That  was  the  earliest  time  the  office 

had  an  opening. 
15  NR. 


C  -  2 


Did  interviewers  from  the  office  meet  with  you  alone  or  meet  with 
you  as  part  of  a  group? 


42  GROUP- 


160 


INDIVIDUALLY 

2  DO  NOT 
REMEMBER 
16  NO  ANSWER 


What  was  the  size  of  the  group? 

8   2  to  4  people       1_ 

5  to  10  people 
11  to  20  people 
20  or  more  people 
Do  not  remember 


NR 


13 

14 


1  NR 


How  long  was  the  discussion? 

9   less  than  1/2  hour  

22   1/2  to  one  hour 
9   one  to  two  hours 
1   More  than  two  hours 
0   Do  not  remember 


Were  you  able  to  ask  questions  during  the 
session? 

35   YES  2_  NR 

3_  NO 

2   DO  NOT  REMEMBER 


Were  you  able  to  ask  questions  after  the 
session? 

36   YES  2_  NR 

1_     NO 

3_  DO  NOT  REMEMBER 


If  you  had  questions,  were  they  answered? 

35   YES  4_  NR 

2_  '^0 

1   DO  NOT  REMEMBER 


Were  you  able  to  talk  to  a  person  from  the 
office  after  the  session? 

26   YES  5_  NR 

Z_  NO 

4   DO  NOT  REMEMBER 


When  you  went  to  the  office,  did  you  request  an  interview  with  an 
employer  for  a  specific  job  you  knew  was  available? 


54  YES 

154  NO 
6   DO  NOT 


REMEMBER 
NR 


Did  the  office 

arrange 

an 

interview? 

41 

YES 

23 

NO 

2 

DO  NOT 

REMEMBER 

Did  the  office  refer  you  for  interviews  with  potential  employers^ 


104  YES- 

105  NO 
11  NR 


From  the  interview,  do  you  think  the  office  matched 
your  job  skills  and  experience  with  the  jobs  to  which 
you  were  referred? 
73  YES 

10  NO  -  I  felt  I  was  overqualified  for  the  jobs 
4  NO  -  I  felt  I  was  not  qualified  for  the  jobs 

11  No  opinion 
6  NR 


7. 


Did  you  find  a  job  through  the  office? 


58  YES— 

What  type  of  job  were  you  employed  in? 

152  NO 

26   Full-time 
31   Part-time 

How  long  has,  or  did,  the  job  last? 

4   1  to  3  davs 

3   4  days  to  1  week 

1   More  than  1  week  to  1  month 
16   More  than  1  month  to  3  months 

8   More  than  3  months  to  5  months 
24   Over  5  months 

0  Do  not  remember 

1  NR 

r 

1.   Did  yo 
121 

LI  obtain 

employment  through  other  means? 

YES  ► 

How  did  you  obtain  employment?   (Please  check 

57 

NO 

all  that  apply) 

41   Through  a  friend  or  relative 

8   Through  a  private  employment  agency 
43   By  asking  various  employers 
19   Newspaper  ads  only 

0   Through  a  labor  union 
34   Other 

